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THIS IS THE UNDERWOOD SCRIPTOR 
This new electric typewriter is designed to provide manage- 
ment with general-purpose typing of absolute uniformity, 
crisp appearance and sharp legibility, at such high speed and 
with such ease that it can substantially lower typing costs at 
stations where work is continuous. The attractively-styled 
Scriptor offers such proved ways to increase production as 
reverse tabulation and simplified title-centering. Beneath the 
Scriptor’s attractive styling is rugged construction that assures 
long years of trouble-free dependability. Other Underwood 
electric typewriters are the Raphael, with automatic variable 


letter-spacing and carbon ribbon, and the Forum, with con- 


ventional spacing and equipped with both carbon and fabric 
ribbons. Underwood Corporation, One Park Avenue, New 
York 16, New York. 
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“py cutting filing costs with SPACEFINDERS! 


“Profit dollars” in your filing department? Yes! We can show you how 
to cut costs, improve filing operation and discover ‘‘profit dollars” with 
Spacefinder Filing System. Write for brochure with the facts! 


fist o ) owed 
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SPACEFINDER CABINETS 





MONEY-SAVING SPACE.- 
FINDER FILING SYSTEM 


... utilizes two unique files. These are welded cab- 
inet Spacefinders with retractable doors or open unit 
Spacefinders, where portable boxes ‘“‘package”’ docu- 
ments—to produce maximum flexibility and versatility. 
Both accomplish a better job for less money. 


You can make proven savings in filing time, increase 
efficiency 45 to 50%. Savings in time and space are 
documented, photographed, and signed—proven in 
Spacefinder installation case histories—by filing 
managers of typical businesses. Here are examples: 





Leading Oil Company—doubled efficiency, 
pr, saved 40% space. 
Data Processing Manufacturer —got copies of Wate tooey for “Pan Dome 
engineering drawings to personnel five times brochure shown above — and find 


faster. used 50% less space. out how to cut costs on filing! 


_ 

‘ey 

S Savings and Loan Association —increased For More Information 
~~4 efficiency 50%, cut space required 40%. Circle No. 253 
ay 
ray 


Insurance Company—proven labor savings of 
30 to 35%; allowed large expansion in existing 


filing space. 
yw. @ —- 
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For photographic data processing 


The Friden Compos-O-Line is a revo- 
‘lutionary advance in the preparation of 
_ printed matter of many kinds—catalogs, 
price lists, directories, address labels, 
manuals, etc. This amazing machine, 
a sequential card camera, quickly con- 
verts original source material into fin- 
ished composition, ready. for the pro- 
duction of plates for offset printing, or 
‘other reproduction. As a result, you 
can store, recover, edit and process 
data at great savings in time, effort 
and money. 
How it works: original data is entered 
On cards, sorted into desired sequence. 
cards are paginated and photo- 
dd by the machine, which pro- 


duces the information on film or paper. 
After developing, the page format is 
complete — right down to the required 
heads, sub-heads, rules, texts, tables 
and page numbers. Find out how the 
Friden Compos-O-Line can benefit your 
organization. Talk to your local Friden 
representative. Or write: Friden,; Inc., 
San Leandro, California. 


THIS IS PRACTIMATION: automa- 
tion so hand-in-hand with practicality 
there can be no other word for it. 


e 
Sales, Service and Instruction % 
Throughout the U.S. and World ] e 
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Employee Vacation Planning 
The best way to keep the work flowing 52 weeks a year, and main- 
tain employee morale, is to make adequate advanced vacation planning 
a regular company policy. H. E. CARROLL 


What It Costs to Communicate 
Mail, telephone or telegraph—which should you use? How should 
the message be prepared: handwritten, typewritten or dictated? These 
charts tell at a glance how much it costs to communicate with your 
own branches and other companies. C. I. KEELAN 


How to Delegate Responsibility 
Business relies less on executives who depend solely on their own 
judgement for decisions, and on their own accomplishments for re- 
sults. WILBERT E. SCHEER 


One Form Serves All Purchasing and Receiving Requirements 
By combining purchase order, receiving report and a set of departs 
mental records, one typing produces all forms and cuts paperwork at 
the receiving dock. Davip STEINBERG 


$10,000 in Microfilm Equipment to Save Town $6000 a Year. . 
This town was about a week behind in processing requests for copies 
of records by residents. And it used to cost $700 a year to keep just 
one year’s marriage records—but not any more. 


.Visual Communications Congress in Los Angeles 

Some Hints on Office Printing 

A Tab Card Computer Memory 
If your memory files are not too large, why not forget about a ram 
or tape memory for your punched card computer, and use a punched 
card memory? RAYMOND DREYFACK 


Flooring for Computers 

Data Collection System: High Speed Machine Forms 
Eastern Joint Computer Conference in Washington. __ . 
A New Key Punch Desk 

For Continuity of Business After Atomic Attack. . 
Semiannual Index to THE OFFICE 


THE OFFICE Product Index New Products 

New Books 5 at Literature from the Manufacturers .... 
THE OFFICE Washington Report .... News of the Office 

Camera! | News of the Industry 

Automatic Systems National phn & Exhibit Calendar 
Right or Wrong in Employee Relations 113 As We See It 


CIRCULATION OF THIS ISSUE OVER 62,000 





As necessary as 
a typewriter? 


W-e-1-1... No. 


Perhaps the ASTRAL portable refriger- 
ator is not as necessary to the well equipped 
office as a typewriter. 

But more and more progressive business 
firms are discovering that an ASTRAL in the 
office can be as much an asset as any other 
piece of business equipment. 

Office entertaining, often necessary, can 
become awkward and cumbersome. An 
ASTRAL makes it easy, pleasant and natural. 

The convenience of portable refrigera- 
tion, offering refreshing soft drinks and fruits 
makes any executive’s day more pleasant— 
and more productive. 

And firms with ASTRAL refrigeration 
available to the general office, find a boost 
in employee morale—and a saving in time 
away from the desk during refreshment 
breaks. 

To learn how an ASTRAL can fit into 
your office life write Dept. O-12. 


MORPHY RICHARDS 


232 S$. VAN BRUNT STREET, ENGLEWOOD, N., J. 
For More Information Circle No. 244 





William Schuthof, Publisher 
William R. Schulhof, Editor 
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ADVERTISING OFFICES: 
New York: Office Publications, Inc., 232 Madison 
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Send for FREE sample 


Oxford 
PENDAFLEX 


HANGING FOLDER 











1. LOWER-COST FILING 
2. TWICE-AS-FAST FILING 


3. SOLVES MANY FILING 
PROBLEMS CAUSED BY 
OFFICE AUTOMATION 
























































Oxford Filing Supply Co., Inc. 
Garden City, New York Fill in and return the coupon. 
In Toronto: Luckett Distributors, Ltd. 


OXFORD FILING SUPPLY CO., INC. 
15-12 Clinton Road, Garden City, N. Y. 


Please send FREE Pendaflex hanging Folder and 
Big 60-Page Catalog of Filing Systems and Supplies. 


For More Information Circle No. 222 


Tue Orrice—December, 1961 





IDEAS, TECH TIPS, HELPFUL HINTS, LATEST INFORMATION FOR PLATEMAKERS AND PRESSMEN 


SH@P ‘TALK. 


Printing Sogucte Division 3m 





Do Short Run Printing? 
Then You Need This New 
3M Plate and Chemical 


If you have a great volume of short run 
work; if your primary problem is speed of 
operation; if you want a fast, sure, on-the- 
press developing process; if you want to use 
one plate for both line and halftone—then 
you need the greatest combination on the 
market for short run printing—3M “L” 
Plates and 3M “L” Speed Desensitizer. 

The low cost 3M “L” Plate replaces 
plastic and paper plates. It’s a duplex alu- 
minum surface presensitized plate that is 
economical, flexible, and convenient to han- 
dle. It gives you clean, sharp halftones. It 
has the dimensional stability you want. It is 
halation-free. It gives you easy pencil-eraser 
deletions and standard (No. 2) pencil addi- 
tions on the press. 

Clean and colorless, 3M Brand Speed De- 
sensitizer is rubbed on the plate and wiped 
off, either on the press or on a table. Differ- 
ent from other desensitizing chemicals, 3M 
Speed Desensitizer contains no chemicals 
that tend to contaminate or neutralize foun- 
tain solution; therefore it can be used right 
on the press in utmost safety. 

So, if you want speed, economy, and con- 
venience, call your 3M Lithographic Supply 
Dealer and order 3M Brand “L”’ Plates and 
3M Brand “L” Speed Desensitizer. 


No Need To “‘Doctor” 
With New Plate Tusche 


This new 3M Brand Plate Tusche obsoletes 
makeshift tusching techniques such as hon- 
ing, scraping, scratching. You can use it to 
correct blemishes, repair broken lines, add 
lines, even add or correct solids. 

3M Plate Tusche is a liquid. It’s easy to 
use—safe—applies in seconds. Yet it pro- 
vides a durable length-of-run image and re- 
quires no additional “‘doctoring” as with 
other tusching methods. You can get 3M 
Brand Plate Tusche from your 3M Litho 
Supply Dealer. 


Good Idea For Using 
Both Sides of “‘L’”’ Plate 


As you probably know, the popular and 
flexible 3M “‘L”’ Plate has two usable smooth 
aluminum printing surfaces. One printer 
uses this method with these two surfaces. 

The platemaker staples the negatives to 
each side of the plate at the gripper edge, 
where the staple holes won’t print. Then the 
negatives and the plate are put in a light- 
tight manila envelope after exposure and 
sent to the press. The pressman developes 
the plate right at the press with 3M Brand 
““L”’ Speed Desensitizer. He doesn’t worry 
about a visible image—he gets one when he 
drops the ink rollers. 


Hurry! Get Your Free 
Pressman’s Pocket Pal 


Every pressman should have one of these 
fact packed booklets. Over 40 pages filled 
with tips, ideas, instructions, and good 
practice pointers that really work. 

We’re offering the 3M Pressman’s Pocket 
Pal free for a limited time only. To get yours, 
write: 3M Printing Products Division, Dept. 
PBW-121, Minnesota Mining and Manufac- 
turing Company, 900 Bush Avenue, St. 
Paul 6, Minnesota. 


For More Information Circle No. 203 


Tue Orrice—December, 1961 








er seis 


a 


Tre 
% Cpe. ace PRODUCT INDEX 


This index, prepared for your convenience, lists the products and services adver- 
tised in this issue. Refer to pages listed for information on each. Further details 
can be had by writing manufacturer direct, or by use of reader inquiry card. 


All numbers below refer to PAGES. Reader inquiry card numbers are at the 
bottom of individual advertisements. 


PRODUCT PAGE 
ACCOUNTING BOARDS 


Shaw-Walker 


ACCOUNTING MACHINES 


National 
President 


ADDRESSING EQUIPMENT 
Quik Stripper Jr. 


BILLING MACHINE 
Notamat 


BINDERS 
Accobind 


BINDING MACHINES 
Therm-A-Bind 


BLUEPRINT FILES 
Scott-Rice 


BOOKS 


Forms Manual 
Playscript Procedure 


CALCULATORS 
Bohn Contex 
Comptometer 
Monro-Matic 
Numeria 

Victor 

CARBON .PAPER 
Curtis-Young 

Old Town 
CARTS, MACHINE 
Wheelit 


CASH REGISTER PARTS 
Cashere 


CASH REGISTERS 
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PRODUCT 
CHAIRS 


CHECKWRITERS 
Wellon 


COIN CHANGERS 


COLLATORS 
Auto-Collator 
Maceymatic 
Thomas 


CONTROL BOARDS 
Boardmaster 
Magnetic Visual 
Movichart 

Visual Magnetic 


COPYHOLDERS 


Curtis-Young 
Rite-Line 


COPYING MACHINES 


Photorapid 
Polymicro 
Speed-O-Print 
Verifax 


CORNER ROUNDERS 


DATA PROCESSING, eee 


Perfection 
Record-A-Matic 
Royal McBee 
Storms 
Tabulabels 
Teletype 
wee 


PRODUCT 
DATING MACHINES 


DESK RACKS, TRAYS 
Kleradesk 


DESKS 


DICTATING MACHINES 


6 Rex-Recorder 


Telecord 
Telefunken 


DUPLICATING SUPPLIES 


CBP 
Curtis-Young 
Statikil 
Sure-Rite 


ee OFFSET 


— SPIRIT 
Inner Back Cover 
44 


DUPLICATORS, STENCIL 


7 Sada Replic 


Tempo Geha 


DUST CLOTHS 
Scotch 


ENVELOPE OPENERS 
MailOpener 


ERASERS 
Graypoint 


ERASERS, ELECTRIC 
Auto Eraser 


39 FACSIMILE MACHINES 





PRODUCT 


Mim-E-O 
Nylo-Glide 
Paige 
Pendaflex 
Pronto 
Spacefinder 
Speedliner 
Staxonsteel ... 
Super-Visible . 
Visi-Shelf 


FILING SUPPLIES 
Acco 
Aico 


File-A-Sist 
Flex-I-Vision 
Pendaflex 


FLOOR MATS, HEATED 
Electro-Mat 


FOLDING MACHINES 
Fold-A-Matic 
Conqueror 
Flex-O-Folder 


FORMS HOLDERS 
Saunders 


FORMS REGISTERS 
Hamilton 


IMPRINTING MACHINE 
Tickometer 


INSERTING MACHINES 
Phillipsburg 


INTERCOMS 
Autocall 


LAMINATING MACHINE 
Thermofilmer 


MACHINE STANDS 


MACHINE TIMERS 
Hour Meter 


MAIL BAGS 
Security 


MAIL SCALES 
Pitney-Bowes 


PRODUCT PAGE 


MARGINAL PUNCHED CARDS 
Stevenson & Smith 


MICR SUPPLIES 
Checks 


MICROFILM EQUIPMENT 
Documat 

| SE Be ae ee 
Polymicro 

Recordak 

Xerox 


MOISTENERS 


56 No-Over-Flo 


NAMEPLATES 
Autographs 


NUMBERING MACHINES 


cco edwaes so alata” 
Roberts 


OFFSET EQUIPMENT, SUPPLIES 
(Also see Duplicators, Offset) 
Atlas 

Colight 

Colitho .. 

Copycat 

Ektalith 

Flip-Top 


3M 

ear Plate . 
Mim-E-O .. 

NuArc 

Old Town ...... 

Polymicro .. 


48 Sparkle-Lith 


Statikil 


102 Van Son 


PAGING SYSTEMS 
Autocall 


PAPER CUTTERS 
Triumph 


PAPER HANDLING COMPOUND 
Sortkwik 
Sure-Touch .. 


PAPER JOGGERS 
Syntron 


PAPER SHREDDERS 
Auto-Shred 

Destroyit 
Shredmaster 


PAPERS, COPYING 


Copymaker 
Curtis-Young .. 
Howard enw 
Nekoosa Fax . 


PAPERS, DUPLICATING 


Graphicopy ... 
Howard 
Mackinac 


PRODUCT 


PAPERS, LEDGER 
Howard 
Nekoosa 


PAPERS, LETTERHEAD 


Hammermill Bond .... 
Howard Bond 
Mackinac Bond .. 
Millers Falls 

Nekoosa Bond 

Parsons Bond .. 
Plover Bond 

Superase Bond 

Triad Bond 


PAPERS, ONIONSKIN 


Millers Falls 
Nekoosa ... 
Superase 


PAPERS, TRANSLUCENT 


Master-Lucent 
Patapar 


PENCIL SHARPENERS 
Boston 


PENCIL SHARPENER, ELECTRIC 
Bunshodo Sweiees, ae 


PENS, cared 
Handi-P. Me vende 
Ink-Stik 

Penci-Pen 


PERFORATORS 
EE Cinta ei cbedeben ss 


PHOTOCOPIERS 
(See Copying Machines) 


PUNCHED CARD EQUIPMENT 
Tabulabels 
| Erna 


RECORDS STORAGE BOXES 
eee . 


REFRIGERATORS 
Astral .... 


RIBBONS, INKED 
Curtis-Young 
Nerco 

Old Town 
Park Avenue 
Super-Kemlon 


ra 
Outer Back Cover 
: . 163 


RIBBONS RE-INKED 
Storms ..... 


RUBBER BANDS 
Arco 


SAFES 
Ever-Safe 
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It’s on its way in the new GUIDE T0 
HOWARD CUT SIZE PAPERS. WRITE! 


Covers 1678 (count ’em!) combinations of weights, colors, and finishes 
in cut size papers. 

BONDS e LEDGER e MIMEO e DUPLICATOR e« OFFSET 
COVER ¢ PRINT PAPER e WHITEPRINT « MULTI-PROCESS 


Selection simplified by simple, orderly arrangement in the Howard 
Cut Size Guide. Write for it, or available through many printers, 
stationers, paper merchants. 


HOWARD PAPER MILLS - owision or |) St.Regis 


DAYTON, OHIO 


For More Information Circle No. 233 
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PRODUCT 
SALES DATA SYSTEMS 
Royal McBee 


SHEET PROTECTORS 


SHELVING 


SOUND CONTROL 
Acoustinet 

Soundtrol 

STATIC ELIMINATOR 
Statikil 

STUDY COURSES 


Business Electronics 
Systemation 


TAPES, PAPER 
Perfection 
TAPE READERS, PUNCHES 


Teletype 
Tronictyper 


PRODUCT PAGE 
TELEPHONE NOISE CONTROL 
Hush-A-Phone 


TELETYPEWRITERS 
Teletype 


TEMPORARY HELP 
Manpower 


TIME RECORDERS 


Record-A-Matic 
Tym-an-Dater 


TYPE CLEANER 


168 


22, 23 


129 


TYPE COMPOSING MACHINES 
Compos-O-Line 


TYPEWRITER PARTS, TOOLS 


Futuristic Galaxie 
IIlbronze 

a al Sundries 
Wheelit 


Be sure your cards and 
packages are signed, sealed 
and delivered with 


L CHRISTMAS 
“SEALS 
TO FIGHT TB 


ANSWER YOUR CHRISTMAS 
SEAL LETTER TODAY 


a 


’ 


‘Qratbogs 1961 


PRODUCT PAGE 
TYPEWRITERS, AUTOMATIC 
Royaltyper 


TYPEWRITERS, ELECTRIC 


Olympia 
Scriptor Inner Front Cover 
Smith-Corona Marchant ...142, 143 


TYPEWRITERS, PORTABLE 
Torpedo 


TYPEWRITERS, STANDARD 
Dynacord 


TYPING CARD HOLDER 
Palson 


TYPING SPEED TRAINER 
Strong-Pacer 


WASTEBASKETS 


3 Fiberlite 


WRINKLE FINISH 
Ilibronze 


eat 


vereoe'ae oe se 
~ 
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A. Operator inserts mi- 
crofilm aperture card. 


B. Next, inserts sheet of 
ordinary paper, vellum, 
or offset paper master. 
Insertion starts auto- 
matic printing and proc- 
essing cycle. 


C. First print is auto- 
matically delivered in 30 
seconds; subsequent 
prints (of the same or 
different a 


every 15 seconds. 


From microfilm to an 18” x 24” print 
...in seconds and on ordinary paper! 


You can have a dry, positive, 18” x 24” 
engineering print in seconds and on 
ordinary paper with the new 1824 
Printer. 

This remarkable machine, which 
requires no exposure settings or other 
adjustments, reproduces from a mi- 
crofilm aperture card, making 18”x24” 
prints—or smaller—at extremely low 
cost. It also copies onto vellum or off- 
set paper masters. 

Operation is automatic. Prints 
ready for immediate use emerge as 
fast as four a minute. 

The quality of reproduction is su- 
perb. Images are sharp black-on-white 
and won’t rub off. There is no odor, 
no waste, and the finished print may 


be written on with pen or pencil. 
Regardless of your engineering- 
drawing-reproduction needs, you can 
now enjoy tremendous savings in 
time, money, space, and materials 
with a unitized microfilm system. 


Write today for our free 1824 booklet giving the 
full benefits you can expect from an 1824 Print- 
er. Xerox Corporation, (formerly Haloid Xerox 
Inc.), 61-227X Haloid Street, Rochester 3, N. Y. 
Branch offices in principal U. S. and Canadian 
cities. Overseas: Rank-Xerox Ltd., London. 


XEROX 


CORPORATION 


For More Information Circle No, 205 





EMPLOYEE 
VACATION 
PLANNING 


H. E. CARROLL 


NADEQUATE ADVANCE planning 
I of employee vacations can bring 
headaches to office administrators who 
must keep the work flowing smoothly 
12 months a year. In addition, em- 
ployee morale is lowered when last min- 
ute scheduling compels some workers 
to be assigned dates they don’t like. 
Check your vacation planning with the 
following points. This will help you 
complete the job quicker, avoid foul- 
ups later on and keep your people 
happy. 


Start Planning Early 


Your 1961 vacation schedule can be 
the basis for next year’s planning. As 
you review the old year’s, you will be 
reminded of the problems that devel- 
oped. Find solutions now so that these 
same problems do not recur next year. 


A Total Vacation Period 


If you can set aside a certain period 
of the year, such as the summer, for 
all employee vacations without inter- 


12 


fering with business, you will be for- 
tunate. But you must consider the per- 
sonal interest of employees (hunting 
and fishing seasons, honeymoons, school 
vacations, etc.). More and more folks 
are becoming interested in taking their 
annual vacations in the winter or a sea- 
son other than summer. Offices with 
a great many employees may have 
to schedule vacations throughout the 
year. 


Establish Vacation Rules 


Many of your vacation problems 
will be eliminated by a definite set of 
rules which apply to the vacations of 
all personnel. The rules state the quali- 
fications for a vacation, how long it 
will be, penalties for leaving early or 
returning late, and the manner of pri- 
ority in which employees can choose 
vacation dates. 


Vacation Sign-Up 


Permitting employees to select their 
own favorite vacation time will save 
you lots of work, if it works. Most em- 
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PAID HOLIDAYS. Compiled from a survey by the Bureau of Labor Statistics, U. S. Dept. of Labor. 
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ployees will appreciate having their say 
about such a personal subject. Every- 
body won’t get exactly the dates they 
want, so you must have a fair and 
equitable policy for handling duplicate 
requests for dates where a stoppage of 
workflow would otherwise occur. 


Off-Season Vacations 


While July and August are traditional 
vacation months throughout most of the 
country, some employees prefer off- 
season dates either to take advantage 
of lower summer resort and cruise rates, 
or to enjoy the snow or sun in the win- 
ter. Will off-season dates coincide with 
busy or slack periods in your office? 
If there are no peaks or valleys in your 
workflow during the year, the off-season 
idea may prove helpful. If so, let peo- 
ple know they do not have to go on 
vacation in the summer. 


Extra Time Without Pay 


Two weeks may not be long enough 
for an employee to take a long trip. A 
policy of permitting employees to take 
extra time without pay may prove popu- 
lar, if your work schedule can take it. 
After all, if you can allow an extended 
vacation, do you really need that em- 
ployee full-time? Comparatively few 
will want to take time off without pay. 


Split Vacations 


Some employees will request a split 
vacation, taking one week early in the 
year and another at a later date. This 
may save you some expense because 
you may get by for a week at a time 
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(@) indicates less than 0.5%. 


From a survey by the 


vacations received in 1960. 


Distribution (in percent) of office and plant workers by maximum 


Bureau of Labor Statistics, U. S, Dept. of Labor. 


without a replacement. Sometimes this 
employee won’t want to set the date for 
the subsequent week or weeks when 
the schedule is made up. Unless all 
dates are set at the beginning, they must 
realize that their choice of future dates 
will depend on factors beyond their 
control. 


Double Pay—No Vacation 


Employees with heavy financial obli- 
gations may appreciate the opportunity 
to work through their vacation time and 
receive double pay. This will save you 
the trouble of finding vacation replace- 
ments, but it has its disadvantages. 
Your payroll will be higher than antici- 
pated. More important, the employee 
loses the chance to rest and relax which 
is the main reason for vacations. Also, 
for those with responsibilities, especially 
handling money or items that can be 
turned into money, it is advisable to 
have them away from business once a 
year. Most companies insist that all 
employees take an annual vacation and 
this is recognized as the best policy. 


Accumulated Vacations 


A policy that permits employees to 
accumulate vacation time, and work 
throughout one year to take a double 
vacation the following year, has the dis- 
advantages of the foregoing for man- 
agement. If you establish such a policy, 
set a time limit on how long vacation 
time may be piled up and whether it 
can be added to sick leave (if any). 
Remember this unused vacation time 
becomes payable if the employee leaves 
your employ. Many companies won’t 
allow accumulating vacation time for 
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The inexpensive units 
listed here make it possible 
for you to make your offset 

plates and duplicating masters 
the same way they are made in 
the larger printing plants. For 
quality reproduction, there is 
no substitute for the point 
source light in a nuArc 

arc lamp. Allunits 
incorporate a “live” 

rubber one-piece 

molded blanket for 

perfect contact 

between flat and plate. 


N-16W 


No. 1722-20 No. N-16 e Z : 

For plates up to 21" x 25". Alumi- For plates up to 12'2° x 171". Steel construction. Manual 
num glass frame... steel vacuum ore control. 

frome. Hinged ot feet. Complete Frame and arc lamp 

with arc lamp, 5-min. timer, motor, Frame, arc lamp, pump and motor 

pump, gauge $259.00 Frame only 


Arc lamp only 
No. 1722-20A. Same as above, 


with automatic arc lomp.$305.00 No. N-16W. Fully enclosed version of N-16 $139.00 
Frame and gauge only.. $125.00 With pump and motor 
Arc lomp only.........$115.00 


For complete description, send for Bulletin A-210-0. 


COMPANY, INC. 


General Office and Factory: 4110 W. Grand Ave. * Chicago 51, ll, 
Sales and Service: New York « Los Angeles 


LIGHT TABLES comscpr 2s: 
S$ ' 
ouly 
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some of the same reasons they won’t 
allow workers taking double pay for 
going without a vacation. 


Vacation Pay 


Avoid conflicts by having a fair pol- 
icy on vacation compensation. This ap- 
plies when overtime or incentive pay 
is received by employees who work 
while others are away. One solution is 
to average the weekly earnings over a 
year (including overtime and incentive 
pay) and pay this amount for the -va- 
cation weeks. Whatever you do, make 
it the rule and apply it. to all who 
qualify. 


Split Pay 

Many employees are “flat broke” 
when they return from vacation. You 
might help here by paying half of the 
vacation salary when the employee 
leaves and half when he returns. Then 
he can carry on until the next payday. 


Holidays During Vacations 


When a holiday falls during a vaca- 
tion period, you can extend the vaca- 
tion a day, or pay for the extra day and 
have a complete staff from week to 
week. Set the rule you wish, but ad- 
just your schedule for all days off if 
you allow the extra day. 


Part-Time Employees 


Part-time employees are entitled to 
vacations if they qualify to whatever 
rule you set up. For instance, you 
might give them one day’s paid vaca- 
tion for each three months’ service. 
Don’t inadvertently set a rule that will 
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MEN! THE WAY IT FIGURES... 


MICROPOINT 
AUDIT-POINT 


INK-STIK 





is the 

best pen for 
Auditors, 
Accountants, 
Bookkeepers, 
Office Managers 
. » . anyone who 
likes figures! 


Call your stationer today and tell 
him to figure on supplying you 
with MICROPOINT AUDIT- POINT 
INK-STIKS. 


49¢ EXTRA-FINE 
POINT 
Prices slightly higher in Canada. 


Canadian Distributor: 
BEN SANDERS CO., LTD., Toronto 


MICROPOINT, INC. 
Sunnyvale, California 


Creator of Advanced Writing instruments 








For More Information Circle No. 368 


19 





OGvays to 


C0 Easier Filing 

[) Higher Morale 

C) Increased Efficiency 
oF ani matunion 


First and foremost in its 
field, Visi-Shelf is the only 
concept of filing, conceived 
and engineered specifically 
for the express purpose of 
shelf filing. 

Developed to meet the 
constant problem of 
crowded filing areas and 
overcrowded files, the 
Visi-Shelf filing system has 
solved these problems by 
making it possible to file 
“more than twice as many 
records in the same floor 
space” 


3 Series — 2 Widths 
(30” & 36”) — 4 Heights 
= 96 Filing Combinations 


Exclusive VS 


features include: 


Finger Tip Compressors 

© Positive locking 

@ Free movement 

© Fully adjustable 
Light weight patented Drop Doors 
Face mounted Reference Shelves 


Visi-Shelf File, Inc. Dept 8 

105 Chambers Street 

New York 7, N. Y. 

Please send catalog and complete details 
of the Visi-Shelf Filing System. 


NAME .. 
COMPANY 
ADDRESS 
CITY 

















For More Information Circle No. 366 








| give part-timers a longer vacation than 
| regular employees for the same length 


of service. 


Post the Schedule Early 


Your employees will want to make 
their personal vacation plans, too. 


| Post the vacation schedule as soon as 
| you can. This will allow both you and 
| them to plan for vacation periods. Set 


a deadline for requests of vacation dates 
(unless you assign them) and make the 


| undecided give. a tentative date which, 
| if accepted, they may or may not be 
| able to change later. 


Vacation Replacements 


This is the most important point— 
to maintain business as usual. If the 
vacation schedule spreads pretty well 
throughout the year, you might have 
“flying squads” for certain jobs—regu- 
lar employees who float about filling in 
for those who are away. Of course, 
every type of job cannot be handled in 
this manner. A shift in assignments of 
certain personnel may be the answer. 
Temporary help services specialize in 
vacation replacements and using such 
employees is easier and costs less than 
putting new people on the payroll. You 
can hire high school or college students 
in the summer, at Christmas and Easter 
especially if you believe some of them 
will become regular employees after 
graduation. 


Train Promotable Employees 
Vacation time may prove an excel- 


| lent opportunity to train new people. 


Some may be temporarily upgraded dur- 
ing the vacation of employees in more 
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“GALS 

FROM 
MANPOWER” 
AS 
TEMPORARY 


VACATION 
REPLACEMENTS 


Call us for 


typists * stenos * IBM operators 
file clerks and general office workers 


Winter, Spring, Summer or Fall, Manpower is ready to replace your vacationing 
office workers temporarily with trained, efficient office workers. Manpower 
employees are known for their ability to step into your office. 


manpower, inc. 


The World's Largest Temporary Help Service. Over 
200 offices in the U. S., Canada, Mexico and Europe. 
For More Information Circle No, 370 
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Looking for a solution to your 








digests, 
oy, 


























BRPE Tape Punch 


Perforates 5, 6, 7 or 8 level 
tape at 100 char/sec. Syn- 
chronous unit, with parallel- 
wire input. For business ma- 
chine readout, or, with de- 
serializer, for data reception 
over DATA-PHONE or 
other high speed communi- 


CX Tape Reader 


Reads fully perforated or 
chadless tape—5, 6, 7 or 8 
level codes—at 100 char /sec. 
For use as computer input 
device, or, with serializer, for 
transmission over DATA- 
PHONE or other high speed 
communication channels. 


LARP Tape Punch 


Produces 5, 6, 7 or 8 level 
tape at 20 char/sec. Parallel 
input. May be for cross- 
office relaying, data collec- 
tion, or providing by-prod- 
uct tapes from business ma- 
chines. Companion input 
tape reader available (LX). 


cation channels. 


Teletype Corporation offers an ex- 
tensive line of paper tape punching 
and reading equipment, with capa- 
bilities for meeting a wide variety of 
needs. In addition to the individual 
units illustrated, numerous combina- 
tion sets are available—such as gang- 
mounted punches and readers, punch- 
reader relay sets, high-low and low- 
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high speed converters, and page-tape 
consoles. 

Applications range from high or 
low speed on-line transmission to cen- 
tralized data collection data 
distribution . . . data input/output 
for business machines. . . by-product 
tapes .. . and many others. 

With Teletype-built tape units, you 
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data communication problems? 











LBXD Tape Reader 


Dual-purpose model: per- 
mits, (1) transmission on-line 
and /or to business machines, 
or (2) direct read-out (with- 
out tape) from business ma- 
chines for on-line transmis- 
sion. Speed, 10 char/sec; 5, 
6, 7 or 8 level codes. 


unit a 


can solve your problems with pre- 
cision-engineered equipment, backed 
by over fifty years of continuous de- 
sign and manufacturing skill in the 
data communications field. 

Teletype equipment is manufac- 
tured for the Bell System and others 


LPR Typing Tape Punch 


Produces 5-level ‘‘common 
language tape,’’ prints data 
right on tape for handling 
ease. Speed, 10 char/sec. 
noone version of this 

so available (LRPE). 








LXD Tape Reader 


For on-line transmission of 
5, 6, 7 or 8 level tape at 
10 char/sec. Transmission 
may be pulsed. 


who require the utmost reliability and 
versatility from their data communi- 
cations systems. For further infor- 
mation, write to Teletype Corpora- 
tion, Dept. 37M, 5555 Touhy Avenue, 
Skokie, Illinois. 


Tele TYP 


CORPORATION ® sussioiany of Western Electric Company we. 


For More Information Circle No. 251 
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There Is a Low-Cost Way 
To Store Your Company's Office — 


TOP AMERICAN COMPANIES USE 
PAIGE MIRACLE BOX 


All types of businesses throughout the country 
are storing office and factory records in Paige 
Miracle Boxes, at a fraction of their former ex- 
penditure for metal files and transfer cases. 


Paige Miracle Boxes not only effect great savings 

in cost of record-retention but also in the utiliza- 

tion of ALL the space from floor to ceiling in “ 
AT LARGEST TITLE COMPANY Paige 

storage areas. Miracle Boxes provide safe storage and 
easy access to hundreds of thousands of 
original, irreplaceable real estate records. 


COUNT “1-2-3” 


rye entrar THE COMPACT SYSTEM 

quickly anybody 

in your office, OF STORING RECORDS 

oo a an reel Paige Miracle Box is the ONLY cor- 

a Paige Miracle rugated container with ALL the 

Box. features which _ record-retention 
specialists consider essential for the 
successful operation of the Compact 


Storage System: 


Sets up INSTANTLY and AUTOMATICALLY 
—no taping, stapling or folding a lot of tabs. 





Completely DOUBLE-walled, DOUBLE-floored, 
35 DOUBLE-cornered, providing 


4 


The : | amazing stacking strength. 
The ONLY corrugated box with 


an integrated, locked-in bot- 
UNIQUE . tom that can't “fall through." 
PAIGE i 4). 4 ; Nees _ Separate telescopic cover 
: , = ( which can be lifted or re- 
MIRACLE BOX _ F\ moved for easy access to con- 
oO i tents. 
SETS UP INSTANTLY . ; OD, gr in weight, many, $0 handle 
: y its convenient handholes: 
and AUTOMATICALLY even when full, can easily be 
carried by any girl in the 
NO TAPING! NO STAPLING! i office. 


NEW ILLUSTRATED BROCHURE 


Our new brochure explains how the use of 
the unique Paige Miracle Box has devel- 
oped the Compact System of retaining 
records . . . how leading companies get 
maximum use of available space, highest 


SSS SS SSS SS SSS SS SS SS SS SSS SSS SSS SS 
§ THE PAIGE CO., 95 MADISON AVE., NEW YORK 16, N. bad | 
: Send your new, illustrated Miracle Box brochure. ‘ 

0-12-61 # 
' 
' 
é 





| COMPANY 4 be aks aaa ea 
4 STREET efficiency in operations, We'll be glad to 


‘gu saneeseseeseesseesessaeusenaauan! send you a copy. 
For More Information Circle No, 354 





responsible jobs. Indicate on their per- 
sonnel records how they performed and 
it will prove helpful when you have 
to choose replacements for workers who 
are promoted or terminated. Of course, 
use persons who will become eligible 
for the upgraded job as your vacation 
replacement. 


Vacation Assistance 


You might provide employees with 
information and literature about vaca- 
tion spots. If you have enough em- 
ployees to do so, you might arrange 
for special resort rates or chartered 
tours. Local travel agencies will be glad 
to render special services to accommo- 
date your employees with everything 
from information to bookings. 

Establishing a vacation savings plan 
for employees might be appreciated. 
This could be handled by regular pay- 
roll deductions going into a vacation 
fund, or you could make regular pay- 
ments to a bank’s vacation plan for em- 
ployees who desire it. 

If vacations are given in one-week 
increments, must everyone leave on a 
Friday and return on a Monday? Will 
you allow an employee to leave in the 
middle of the week, perhaps to take 
advantage of lower midweek airline 
fares? If you pay on the Ist and 15th 
of a month it might not matter, but 
the rule should apply to all. 


Your Own Vacation 


Don’t forget your own vacation. Be 
sure to include it in your schedule and 
planning. 


records for income tax purposes. 
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If you combine your vaca- | 
tion with a business trip, keep complete | 


NO 
OTHER 
PAPER CUTTER 
BUILT 

O WELL 
TOUVSELL 
so LO 





SIZES 14” & 18" 
(€2012" MICHAEL) 


FOR OFFICE, BOOKKEEPING & 
DUPLICATING DEPARTMENTS 


For every business: Banks, hospitals, insurance 
companies, industrial organizations, stationers, 
photo finishers, small printers, lettershops, 
mimeograph, offset shops, advertising agencies, 
schools, colleges, churches, 


Order from your dealer or 


MICHAEL LITH sales corp. 
145 West 45th Street, New York 36, N. Y. 


@ Dealer: Write For Profitable Sales Plan. 
For More Information Circle No. 365 
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THE LOW COST WAY 
TO FILE ROLLED MAPS, 

DRAWINGS, TRACINGS, ETC. 
feavy gauge steel! bin, baked enamel finish, protective 
ubber bumper all around. Rolled items quickly located 
ind retiled. Ideal in a limited working area 

40 HEAVY-DUTY CARDBOARD 

TUBES, 2” DIAM, 36” LONG. 


Jd mo x9 x2733 
PLASTIC COVER 93" 
LOB. TULSA OKLA. 
Weight 31 Ibs 
SCOTT-RICE CO 
A 
619 SOUTH MAIN ST. TULSA 19, OKLA 
For More Information Circle No, 266 
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NO HOOKS, CLAMPS, OR CLIPS IN THE 


Coli¢ght 


SYSTEM 


For fast, safe filing of litho | 
plates, negatives, artwork 


@ All job materials fit in one 
envelope 

@ Each cabinet holds 300-500 
job envelopes 

@ Cabinets stack—add more as 
you need them! 

@ Job ticket information 
printed on envelope 


Cabinets are finished in baked- 
on gray wrinkle enamel, fea- 
ture sturdy welded construc- 
tion of 20 gauge cold rolled 
steel. Cabinets are available 
in four sizes, accommodating 
material from 10” x 16” to 
20” x 24”. 


Write for Free Catalog 





COLWELL LITHO PRODUCTS, INC. 
123 N. Third St., Minneapolis, Minn. | 


For More Information Circle No. 255 
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PUNCHED CARD TRAINING MANUAL. 


National Retail Merchants Assn. Retail 
Research Institute, 100 West 31st St., New 
York 1, $4. 

Written in simple, straightforward 
language describing each basic punched 
card machine in detail. Can be used as a 
manual for training employees for the 
tabulating department. Stresses the im- 
portance of accuracy and gives hints on 
how to achieve it. Included are sugges- 
tions for doing a good job, arranging 
cards, operating sorters, collators, tabula- 
tors, interpreters, calculators, ticket con- 
verters and summary punches. 


COBOL—1961. Catalog No. D 1.31:961, U. S. 
Government Printing Office, Washington 25, 
D. C., 258 pp., $1.25. 

A technical reference manual detailing 
current specifications of COBOL, prepared 
by representatives of 11 computer manu- 
facturers plus representatives of users in 
industry and government, to assist effec- 
tive and economical utilization of digital 
computers by reducing the time and cost 
of programing. 


NEW OFFICE BUILDINGS—NEW YORK 
CITY, 1961-62. Julien J. Studley, Inc., 342 
Madison Ave., New York 17, 32 pp., Free. 
Lists major leases and major tenants 

signed during the past year for prime 

office space in New York. Also gives de- 
tailed reports on all office buildings now 
under construction or in advanced plan- 


| ning stages. 


SUCCESSFUL MANAGERIAL CONTROL 
BY RATIO-ANALYSIS by Spencer A. 
Tucker. McGraw-Hill Book Co., 330 West 
42nd St., New York 36, 434 pp., $11. 
Offers 429 specific ratios to help ana- 

lyze all types of managerial operations 

which give meaning and value to hereto- 
fore unrelated masses of facts and figures. 

A practical guide to help maintain a con- 
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Imprint advertising 


You always support your dealers 
better when your literature carries 
their names. But printing dealers’ 
names individually is costly. If 
printed during the original run, 
press stoppages for small quantities 
incur additional charges. If printed 
later on finished booklets, inserts 
or cards, each lot is a separate 
printing job...with a Tickometer, 
you can do the imprinting in your 
own office quickly, easily and 
inexpensively, as the requests or 
orders come in—and speed delivery. 


e The Tickometer imprints a maximum 
area of 2°46 by % inches and gives good 
register on materials up to 15 by 15 
inches, depending on the model; prints 
from rubber mats, type slugs or 
electros, on most weights and finishes 
of paper, card, foil or plastic. 

e It’s easy to set and operate, feeds 
and stacks automatically, can be used 
by anybody. 

e The Tickometer will also mark, code, 
stamp, endorse, date and cancel labels, 
forms, coupons, checks, cards, tickets 


Pitney-Bowes 


ORTICKOMETER 


Counting & Imprinting Machine 


Made by the originator of 
the postage meter... 149 offices 
in U.S. and Canada. 


at from 400 to 1,000 items a minute — 
does hours of manual work in minutes. 
With optional accessories, it will sign 
checks, do consecutive numbering. 

e And as it prints, it counts — so accu- 
rately banks use it to count currency; it 
records part or full counts. One model 
batches into predetermined counts. 

e You can rent or buy the Tickometer. 
Pitney-Bowes service is always nearby, 
from 320 points. Call our office for a 
demonstration. Or send the coupon for 
free illustrated booklet and case studies. 





| PITNEY-BOwEs, INC. 
| 3449A Walnut St., Stamford, Conn. 


Send Tickometer booklet and case 
studies 


Name__ 
Address 











For More Information Circle No. 206 





No solution to 
still it copies 


Uses revolutionary 
disposable cartridge 
that takes 30 seconds to load... 
and doesn’t need changing 
for up to 30 days! 


e Produces needle sharp copies the very first time 


e Reproduces any ink, crayon, carbon or non-carbon 
based material . . . in any color . . . from any paper 


e Copies always lie flat—never curl under any conditions 


“«$1OOLC 


LIFETIME GUARANTEE 
10” model illustrated 
15” width also available—$170.00 


Rovico 


FOTOMATE 


Completely automatic all-electric photocopier 


@® Rovico Inc., 320 Market Street, Newark 2, New Jersey 


| FOTOMATE | Specialists in the design and manufacture of 
customized photocopy equipment 
For More Information Circle No, 215 








ROVICO INC. 
320 Market Street, Newark 2, N. J. 

FILL OUT Please have your representative call to arrange a 
demonstration of: 

AND MAIL ( )New 10” Model ( )New 15” Model 


THIS COUPON! 


A _TITLE ietands 
COMPANY 
ADDRESS. 
a — en 


For More Information Circle No. 215 





Call it what you like—you'll probably be right! 


Each of these people — they could be from your own com- 
pany — has a distinctly different slant on just what kind of 


machine this Multilith” Offset duplicator really is. 
@ One will call it a production machine — he sees 
it as the vital cog in rapidly routing information to 
all departments involved in keeping production 
lines moving. Your sales and accounting heads see 
it as an order-invoice machine. It’s a shipping 
machine to the men in that department — it pro- 


vides shipping lists, even the labels, they need. To your 
secretary it’s an office machine, turning out reams of 


reports that all look like “originals”. @ Call it 
what you like, you can accurately say it’s a cost- 
cutting machine. In any department, Multilith 
systems automate your paperwork, help you 
break one of your biggest barriers to greater 
profits. But let's talk specifics — call your nearby 
Multigraph® representative. 


Addressograph-Multigraph Corporation 
For More Information Circle No. 250 





tinuous reading of the pulse of business. 
Shows how to make objective, accurate 
evaluations of departments, workers, ma- 
chines and processes. Provides time-saving 
performance indices. 


HOW TO IMPROVE YOUR HANDWRIT- 
G. Government Printing Office, Wash- 
ington 25, D. C., 15 pp., 15 cents. 

To increase the awareness and interest 
of employees in achieving better, clearer 
handwriting as a means of improving 
themselves and their service to customers. 
Discusses most common faults and sug- 
gests steps for improving legibility. Cata- 
log No. VA 1.19:03-2. 


THE HUMAN TOUCH IN MANAGE- 
MENT by Cloyd Steinmetz. Motivation, 
Inc., Springdale, Conn., 25c. 

The author, who is sales training direc- 
tor for Reynolds Metals Co., approaches 
the problem of supervisors’ obtaining the 
best results from employees by using hu- 
man: relations. He explains this philos- 


ophy, and tells how to motivate employ- 
ees through an understanding of its basic 
principles. 


DATA PROCESSING ANNUAL. American 
Data Processing, Inc., 2200 Book Tower, 
Detroit 26, Mich., 320 pp., $15. 
Contains 40 data processing applica- 

tions, a directory of data processing serv- 

ices available in 40 cities, bibliography 
and articles in this third volume. There 
is an updating of the computer guide, 
including basic data and illustrations for 
22 computer systems. 


OFFICE BUILDINGS. F. W. Dodge Corp., 
119 West 40th St., New York 18, 256 
pp., $9.75. 

Problems involved in the design and 
construction of modern office buildings 
of all sizes and types are described. Has 
three sections: high-rise, low-rise and en- 
gineering, examining over 40 important 
buildings. Contains more than 700 photos, 
plans and diagrams. 











IBM 1401 
PROGRAMMING 
TRAINING 


Home Study Courses 
for people without 
technical training 

or experience. 


Write for Free Catalogue 


Business Electronics Inc. 
Computer Department 
420 Market Street 

San Francisco 11, Calif. 


Accredited Member— 
National Home Study Council 














For More Information Circle No. 258 
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DO YOU WORK ALL DAY 


Yow at last a new modern, low priced 


electric foot warmer that will keep you 
healthy, happy and comfortable. 


HELP PREVENT ES FC¥RO-~MAF 


COLDS WITH... 


Check stand cashiers, secretaries, assembly line workers, 
housewives, office workers, theatre cashiers, machine 
operators, telephone operators, and many others through- 
out the country are now singing the praises of the Electro 
Mat. There is no further need to work all day with cold feet. 


Safe and Economical - 12 Month Guarantee 


INTERSTATE nveser PRODUCTS CORP. 
Dept. 93 Los Angeles 12, California 
Detroit 28, Michigan 


Size 14” x 21” 
lightweight, portable 
Consumes less Avila § 


power thon a 100 s Oe Meyers Ra  bept $3 





watt light bulb. 
Mail your check 
or money order 
today for ONLY 


Please send me Electro Mats ot $8.95 each, 

IMPORTANT yrs bay 

Ay more ordered, price is only $7.95 each. 
C.0.0. Enciose $1.00 deposit with order. 

, Prepoid 


$8.95 CRI secre 


Ce 











City- eee ee 
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EDERAL BUDGET officials sus- 

pect that some government bureau- 
crats have found the lure of the elec- 
tronic computer too much to resist. 
They fear the computer has become a 
status symbol in the battle of myriad 
alphabetical bureaus for prestige. The 
Budget Bureau, our government’s fiscal 
watchdog, took a survey of computers 
in government recently to determine 
who had them, the type and make, and 
how much they were used. Most, of 
course, were in legitimate use, but here 
and there were hints of some fast and 
loose spending for electronic brains. 
There were also indications that some 
buying specifications may have been 
written to suit only one manufacturer. 
So, the Bureau is tightening up com- 
puter purchasing rules. Here’s the new 
procedure: 

Computers must be selected on a 
strictly competitive basis. None may be 
selected until systems specifications are 
available, and the latter must be drawn 
to give every maker an equal chance. 
Award must go to the lowest total cost 
bidder. 

New rules contain strict orders on 
deciding whether to buy, lease with an 
option to buy, or simply to lease. To 
buy, the systems study must indicate 
full use for about one shift; that buy- 
ing, rather than leasing, will produce a 
lower cost in six years or less, and that 
the equipment will be needed longer 
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than six years. A lease with option to 
buy must be used when one or more 
of the buying criteria are not met. This 
might occur when actual operation is 
needed to determine the amount of use, 
when the length of the task is too un- 
certain to assure the six-year minimum 
life, or when future changes in systems 
specifications are expected. So com- 
puters now may be leased by govern- 
ment agencies only when it is certain 
that the purchase requirements will not 
be met. It is expected that the new 
rules will mean higher initial costs for 
computers, but lower costs over the long 
run. 


F YOU THINK you've got paper 
lt problems, consider the poor 
archivists throughout the world. These 
paper-savers, in countries far and wide, 
are working together to try to slow the 
flood. They met recently in Washington 
to consider the problems faced by our 
country—one of the youngest but the 
one with the biggest hoard. The U.S. 
now has 24 million cubic feet of stored 
records. The archivists are seeking aid 
from experts in every field to develop 
better ways of selecting which papers 
to store, and better methods of storing 
and reproducing records. 


AB-ON STENCIL dispensing ma- 
chines are not subject to federal 
excise tax, primarily because they don’t 


For More Information Circle No. 200— > 





Everyone 
Likes 
Gilbert 


= Superase Ax 
hes ae. 
bd Bond 


y 


TAKES 
PRINTING 
BEAUTIFULLY 


ERASES LIKE MAGIC 


TOPS FOR 
QUALITY 
APPEARANCE 


You erase mistakes ... even whole phrases . . . like magic, with just a soft rubber 
pencil eraser. They erase cleanly, too ... no smudge .. . no smear. Superase, with 
25% new cotton fibre content, also has a quality appearance. It looks like regular 
bond paper, including the crisp cockle finish always associated with quality 
papers. And Superase Bond gives a beautiful letterhead impression by all repro- 
duction processes. Send for sample kit containing a generous supply of Superase 
Bond and Superase Thin. 


An yan 


type here then erase try its erasure quality yourself 





GILBERT SUPERASE BOND IN A WIDE VARIETY OF 


SIZES AND WEIGHTS, INCLUDING GILBERT SUPERASE 


THIN (sub. 9), IS AVAILABLE FROM Q 


AMERICA'S FINEST PAPER MERCHANTS 


SEND FOR THIS FREE 
SAMPLE KIT 


Contains an ample supply 

of Gilbert Superase Bond in 
all weights, including 
Gilbert Superase Bond Thin. 


Send for it today. 


GILBERT 
APER COMPANY 


MENASHA, WISCONSIN 


This is Gilbert Superase Bond, 25% new cotton fibre, white, cockle finish, sub. 20. 





fit any tax category. Internal Revenue 
Service officials, asked to rule on 
whether these machines are subject to 
the tax, say no — a bit reluctantly. 
“Stencil dispensing machines are not 
specifically included in the list of busi- 
ness machines enumerated (in the tax 
code), nor do they come within the 
general classification of any of the 


articles which are enumerated .. .” 

The machines, which are similar to 
tape dispensing machines, feed a com- 
bination of tabs and stencil material 
with carbon backing from a roll. 
Lengths are tabbed onto forms, such as 
over the ship-to area on bills of lading, 
to allow cutting a duplicating stencil as 
a by-product of writing the form. 


ATTRACTIVE CONTROL OF OFFICE MACHINE NOISE 
py CS-ates ACOUSTINET 


Concentration on serious business matters becomes 
easier for everyone. This is where the Payoff from 


No need to tolerate the nerve frazzling noise from 
busy office machines. Now Gates offers the attrac- 
tive, functional solution. A modern office within an 
office. Thousands of business people have found a 
Gates Acoustinet to be the most effective and eco- 
nomical solution to disturbing office machine noise. 


a Gates Acoustinet can really be me »—higher 
efficiency: luced operation costs—increased sales— 
higher profit percentage. Don’t wait, make a positive 
decision today to install Gates Acoustimet as your 
office partner. Write for complete information. 


GATES GUARANTEES RESULTS OR YOU DO NOT PAY 


GATES ACOUSTINET, INC. @ 


P. O. Box 91-12 « 


BUFFALO 23, NEW YORK 


For More Information Circle No. 270 
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NEVER BEFORE SO SAFE, SO 
SURE A WAY TO KEEP 
CONFIDENTIAL PAPERS — 


Keep your confidential papers 

and records from the prying eyes 

of unauthorized persons by 

quick, easy destruction right in 

your own office with the 

SHREDMASTER Bantam 10. Any- 

one can operate. Just drop papers 

in and unreadable shreds come 

out. Exclusive gravity feed pro- 

vides quicker shredding. Gives 

greater capacity by shredding 

multiple thicknesses of paper. 

AT Handsome, modern design and 

YOUR PAPERS \ Bub) clean, noise free operation suit- 

GO IN HERE. ¥ i\ee able to any office. Yours at a new 
A aS. low price. 


. FREE: Illustrated descriptive 
folder giving details of 10 Day 
Free Trial. Just write today to 


THE 


SHREDMASTER 


CORPORATION 


384 Woodcleft Avenue 
Freeport, New York 


Protect your business secrets with Shredmaster .. . 
Pioneers in office shredding since 1942. 


For More Information Circle No. 103 
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Mr. A. A. Peniston, Manager of Printing for 
Braniff Airways says—‘“‘Solids and halftones are < “ ¥ 
sharper, cleaner with Kodak Ektalith Method.2 | Kodak Ektalith Loader-Processor and office 


camera team up to produce offset plates. 


Braniff improves duplicating quality, handles 
wider variety of jobs with Kodak Ektalith Method! 


Offset masters — reduced, enlarged, or 
same size—for pilots’ manuals, news 
releases, maintenance charts, what- 
have-you—are produced in average 
time of two minutes in easy room-light 
operation. 
Just three simple steps: expose in office 
camera; process in Ektalith Loader-Proces- 
sor; transfer with attached transfer unit. 
More important to Braniff than the speed 
is the high quality of the paper masters 
and theduplicator copies made from them. 
Pilots’ manuals, for example, are so sharp 
and clean that they can be read easily at 


K ODA K 


night under subdued eockpit lighting. 

Big savings in plate-making costs. Thanks 
to the greater speed of the Kodak Ektalith 
Method, output is up 25%. Ektalith qual- 
ity also sharply reduces need for costly 
metal plates—so important to Braniff, 
where each dollar saved is equal to selling 
an extra $30 airline ticket! 

Free Booklet shows in detail how you 
can save with Kodak Ektalith Method. 
Write Eastman Kodak 
Company, Photo Repro- 
duction Products Division, 


Rochester 4, N. Y. 


a 
Bktalith ... puts you ahead in offset duplicating 
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14 the FINISHED JOB that counts 


MACKINAC Job-Ready Business Papers open 
the door to superior printing results. The print- 
ing surface of each grade in the line is especially 
prepared to give the best possible reproductions 
MACK! NAC, in the process for which it is made. Each grade 
— is designed for maximum efficiency on all mod- 


— 


Jos D 
BUSINESS PAPERS ern printing and duplicating machines. Precision 


cut to sizes 814 x 11 and 814 x 14. Vellum is made 
Send for 12-page illustrated in White only, all other grades in White and six 
booklet explaining applica- bright colors that match across the line. 
tions of the 7 Grades of 


MACKINAG papers: Sold exclusively through Paper Merchants 


MACKINAC BOND FLETCHER 


MACKINAC DUPLICATOR as — 
MACKINAC MANIFOLD — sey 
MACKINAC MIMEO 


MACKINAC OFFSET PAPER COMPANY 


MACKINAC OPAQUE General Sales Offices: 20 N. WACKER DRIVE, CHICAGO 6, ILLINOIS 
MACKINAC VELLUM MILL AT ALPENA, MICHIGAN 
For More Information Circle No. 204 


38 Tue Orrice—December, 1961 





OFFICE AUTOMATION - OFFICE AUTOMATION - OFFICE AUTOMATION 


EICHNER fronds typer 


The remarkable, automatic, systems writing 
Automat, with punched 

tape reproduction. The photo electric tape 
reader with electronic data conversion and 
relay controlled, automatic typing mechanism 
~guarantee completely reliable operation 
and utmost speed: 800 strokes per minute. 








AUTOMATIC WRITING - AUTOTPATIC ORGANIZATION AUTOMATIC WRITING 
o eee a . . 


ee ee e © e886 «© ee e088 © ee . 
ee «8 « oe @ @ 6 0e . . ee a6 . 


EICHNER /lofamat 


Automatic Invoicing Machine. Fully 
automatic. Programmed operation. 
Multiple program changes by simple turn 
of a knob. Relay controlled calculating and 
accumulating units of most modern 
construction. A perfect billing machine 
with highest performance. 


Mth mel y Galoml A aeliol | ici Veh ael th Balom it Rael icoll icieae Vehael\t-W ||| \"¥OICING 


BOTA, 


In a few seconds pamhlets, 

reports, documents and 

drawings, are automatically 
“thermofilmed” —i.e., coated on 

both sides with a thin, colorless 
and transparent film. Papers 

are permanently protected, 

clean and impressive in appearance. 


AUTOMATIC LAMINATION - AUTOMATIC LAMINATION - AUTOMATIC LAMINA 


EICHNER-ORGANISATION 


Unterlindau 21-29, Frankfurt am Main, Germany, Telephone: 723651, Telex: 04-12056 . 
For More Information Circle No. 285 
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intolerant! 


The Monro-Matic® Calculator doesn’t trust you to remember anything. Instead, 
this intolerant perfectionist uses its own memory dials to accumulate products 
and quotients while computing results in an entirely different set of dials. All the 
while doing several figuring functions simultaneously. You might find its per- 
fection insufferable if it weren’t for the fact that it does so many things so well 
it can’t help but save you money. It’s backed by a same-day service organization 
of Monroe offices in 370 cities in this country—and in major cities throughout 
the world. You'll find our people prompt, courteous and skilled—as you will our 
sales representatives. Call one. He’ll be more than pleased to give you full details 


on this cost-saving Monro-Matic® Calculator. MONI ROE (A 


GENERAL OFFICES: ORANGE, NEW JERSEY - A DIVISION OF LITTON INDUSTRIES 
For More Information Circle No. 367 
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WITH McBEE SPLIT-PRONG, ‘SWING HINGE’”’ BINDERS 


Sturdier, speedier, simpler to use. The McBee a variety of sizes, capacities and colors—in 
Split-Prong Binder offers maximum space durable duck or tough, supported vinyl plas- 
economy when used for manuals, catalogues, tic. Royal McBee Binders— bound to satisfy 
active records, price and route books. This any housing need. Choose from the widest 
ruggedly constructed binder opens flat, with variety and largest inventory available. 
complete visibility right to the binding edge. Whether standard-sized or custom-designed, 
Filing and interfiling are faster ® Royal McBee Binders represent 
and easier. Sheets are ‘‘protec- GYAL the finest materials and workman- 
tively’’ inserted—so you don’t ship on the market—all fully 


need reinforcements. Available in guaranteed for one year. 
SPECIALISTS IN BUSINESS MACHINES 


ROYAL McBEE CORPORATION 
For More Information Circle No, 249 
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SADA 


se 
ex» Muplicating 


Sada Sprint 
This unique spirit duplicator repr 


any typescript, manuscript or Pte in 
one or more colors 


Sada Replic 

Compact in dimension but full-size in 
results, this modern stencil duplicator 
is hand or electrically operated 


Sada Reporter 
This electrically-operated automatic sten- 


cil duplicator has exclusive money-saving 
features 





| 


Sada Sprint ‘ 
Sada Replic hand operated 


t 
f 


asuislh 





Sada Replic electrically operated 


Sada Reporter 


S.p.A. Duplicatori ed Affini 
Milano 


Milano (Italy) - corso Europa, 12 
tel. 780.913/915/917 


For More Information Circle No. 236 
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Single-piece construction of VPC Manual Plug wire completely 


eliminates tip or terminal breakage. . . cannot fall apart shorting 


machine. Two-way captive spring permits easy pull-out (exceeds 


IBM push-out requirements) yet provides strong-set lock. Nickel- 


plated Plug wire tip applied with patented "F" (bare wire) crimp 


prevents corrosion, assures maximum electrical performance. 


Millions in use. 


VPC maintains complete inventory of all types 


wires for IBM Data Processing equipment. Immediate 


shipment. 


VIRGINIA PANEL CORPORATION 


WAYNESBORO, VIRGINIA 


Wherever there's an IBM installation there's a VPC 
Representative nearby. 

Manufacturing Plant located within overnight delivery 
via normal overland transportotion of over 60% of 
IBM installations in the United States. 


VIRGINIA PANEL CORPORATION 
Dept. OF © Waynesboro, Virginia 


Yes, please send me complete details on outstanding features of 
VPC Panels, Covers and Wires 


NAME 





COMPANY 





ADDRESS 
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Wait 'till you see my etchings 


| N speed and systems offset duplicat- duplicators—with or without automatic 
ing— where minutes are money and __ etching devices. It’s a money saver, 
immediate first copies are a must— __ too... reduces blanket glaze, retards 
Colitho #365 Hi Speed eon etches ink emulsification and cuts down ink 


faster and cleaner than any 
solution yet developed. 

Whatever your plate— 
metal, paper or acetate— 
Colitho #365 delivers sharp, 
clear copies from the first 
through the entire run and 
keeps your schedule rolling 
like it’s supposed to. 


Colitho#365 works wonders 


with all inks, all models of ; 


consumption. Try it. 

=~ FREE DEMONSTRATION. 

1 @ See for yourself how Colitho 
#365 and the entire line of 
Colitho products can im- 
prove your offset duplica- 
ting. Write: Colitho Division, 
Columbia Ribbon & Carbon 
Mfg. Co., Inc.,901 Herb Hill 
Road, Glen Cove, N. Y. or 
Columbia Ribbon & Carbon 
Pacific Inc., Duarte, Calif. 


THE COMPLETE LINE OF OFFSET DUPLICATING PLATES AND SUPPLIES 
For More Information Circle No. 202 
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Beat Acme Super-Visible 
System lets operators 


PMNARONERRU)IE find...feed...refile 
cards gunfighter fast! 


Super-fast because it’s 
Super -Visible. Keeps the 
identification edge of every 
card visible to the operator’s 
eye, in quick-flip hinged 
aluminum frames. Cards 
slip out, slip back in a flash, 
faster than most machines 
can use them. Guarantees 
you the full productive 
power of your investment 
in office automation. To 
see how, send coupon today. 


Bema visicce, 


ACME VISIBLE RECORDS, INC. | 
2212 West Allview Drive i 
Crozet, Va. l 
Please give me facts showing 

how Super-Visible and other | 
Acme Visible systems untangle i 
the finding and filing snags in 

office automation, | 








oe wees LES 

Company__ = silent 

Address_ aniline: 
__Zone____ State 


For More Information Circle No. 217 
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with SNAP-APARTS and CONTINUOUS FORMS 


from INTERNATIONAL BUSINE 


With International Business 
Forms, you’re sure of: 


QUALITY PRINTING, produced 
on high speed rotary equipment. 


COMPETITIVE PRICES and 
LIBERAL DEALER DISCOUNTS. 


DELIVERY PROMISES you can 
count on. 


FAST QUOTATION SERVICE, 
24 hours or less if necessary. 


EASY-TO-USE PRICE LIST. 


Y TO NEW DEALER DEPT. 1 FOR COM 
MATION i heme)-i mcr Bele), Me) ae ee)8)- 2) 3 


> | INTERNATIONAL BUSINESS FORMS 4 


ae neoeorPoRATEO We 


1600 E. 26th St. e Little Rock, Ark. 


SS FORMS 


es 


SNAP-APARTS 

International Snape 
apart forms have been 
a standard of quality 
for years. Fine printe 
ing, snap-apart just 
right. 


CONTINUOUS FORMS 

Line hole punched 
tabulating; pasted or 
stapled-up to 10 parts. 
International quality— 
at the right price. 


REMEMBER - - 
We sell through 
DEALERS ONLY 

never direct. 


THe Orrice—December, 1961 





your complete line 
of money-makers: 


itemizing cash registers 
ding machines e 


Here is the opportunity 
of your lifetime! The 
complete line of low- 
priced REGNA cash reg 
isters and adding ma- 
chines means: PROFITS, 
PROFITS and more 
PROFITS! 
Fascinating, jet-aged 
models meet every de- 
mand of today’s and to- 
morrow’s business- build- 
ers. Choice of electric, 
hand, 10-key or full-key- 
board. 

Send today for informa- 
tion and literature. 


Move fast — it’s profit- 


able! 


JOELI fireproof safes, of 
revolutionary new design, 
sweep the world with fan- 
tastic sales success. Several 
sizes and models available. 
In Canada: Regna Cash 

Canada Ltd 
704 Notre Dame St., W. Montreal. 


OUTSIDE CONTINENTAL U.S 
Jorgen S. Lien, Box 522, Bergen, Norway 


Registers of 


Que. 


ad 


sates 


lt's low-priced! It's profitable! 
Mail the coupon. Mail it today. 
Mail it NOW! 


REGNA CASH REGISTERS INC. 
175 Fifth Avenue, New York I0, N. Y. 


Gentlemen: 

Please rush more information on the complete line of REGNA 
cash registers, REGNA adding machines, Joeli fireproof safes, 
and outline advantages of becoming an independent Regna- 
Joeli Dealer. 

NAME ... 

ADDRESS 


PET okie 
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DICTATION PORTABILITY 





RECORDING 














All yours in one handsome, compact unit...the economical, new self-powered 
Telefunken“600” Portable Dictating Machine! Use it anywhere... anytime. Carries 
its own built-in, lifetime battery...complete with battery sccm A single 
microphone button controls every action... dictate, 
backspace, playback, stop. Lightweight, easy-to-mail 
magnetic disc can be used over 10,000 times. Preci- 
sion-built for quality, value and dependability by the 
world-famous Telefunken Corporation. Test one soon! 


TELEFUNKEN 


“600” Portable Dictating Machine 


For further information write: INTER-CONTINENTAL TRADING CORPORATION, 90 West St., New York 6, N.Y. 


For More Information Circle No. 216 
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Commuters aboard Eastern Air Lines’ 
shuttle fiights have their tickets written at 
their seats with an automatic ticketing sys- 
tem by Farrington Business Machines 
Corp. Stewardess can transcribe air travel 
credit card and routing information on 
ticket forms with portable machine. 
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Offices of Bobbie Brooks, Cleveland supplier of fashions for young women, are equipped 
with Bentson Style-Line desks in square-edge designs with modular groups for executives 
and Bentson files. Glass space dividers give light and add attractiveness. Installation was 
was by S. Rose, Inc., and office design by the Austin Co. 
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Computer 
Controls 
Philadelphia 
Electric 
System 


From this console in 
dispatching office of 
Philadelphia Electric 
Co., power director 
supervises operation of 
system said to be the 
first in U. S. electric 
power industry. Digital 
computer controls 34 
generating units in nine 
plants for most eco- 
nomical operation. Sys- 
tem is a joint develop- 
ment of Minneapolis- 
Honeywell Regulator 
Co. and the utility. 


Looking over one of the Honeywell 290’s temporary storage units for programing 
changes are engineers J. R. Stauffer (left), of Philadelphia Electric, and J. W. Hoag of 
Minneapolis-Honeywell. 





Barnet Lieberman, 
Philadelphia com- 
missioner of _ li- 
censes and inspec- 
tions, seated at the 
IBM 7070 which 
analyzes a_ tape 
record of 35,000 
buildings in eight 
minutes. Some 
70,000 of the city’s 
570,000 buildings 
now are on 15’ 
magnetic tape 
reels. Edwin 
Krause, chief of 
research and anal- 
ysis, is in charge 
of expanding it. 


BRERY RE 
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Seven women in key cities teach Smith-Corona Marchant, Inc., salesmen product and 
selling fundamentals, and the techniques of demonstrating calculating and adding 
machines, typewriters and photocopiers. They instruct groups for one or two-week 
periods, five days a week. The seven teachers (at right) are Norma Reese, Dallas; Eileen 
Jamieson, Toronto; Jewel Bishton, Chicago; Terry Phillips, training supervisor; Joy 
Macfarlane, Oakland; Georgianna Greger, Philadelphia; Sylvia Kiser, Atlanta; Carol 
Quinn, New York. At left, Sylvia Kiser demonstrates SCM’s Model CMF Figuremaster 
rotary calculator to salesmen. 
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South Milwaukee Marine Bank officers’ area (in foreground), president’s office (in center) 
and conference area (background) uses 22 wood and ten metal chairs made by Milwau- 
kee Chair Co. and Milwaukee Metal Furniture Co.; installed by Forrer Equipment Co. 


John S. Kindy (left), Burroughs Corp. director of Federal Reserve marketing activities, 
confers with Harry S. Schultz (center), vice president, and Carl E. Bierbauer, assistant 
vice president, of the Federal Reserve Bank of Chicago which uses a Burroughs B-301 
magnetic document processing system. 





The U. S. Army Signal Materiel Support 
Agency, Fort Monmouth, N. J., maintains 
files for 800,000 parts and 2000 major 
pieces of equipment. By switching to mi- 
crofilm aperture cards 700,000 drawings 
are filed in a fraction of the space required 
for full size documents. At left, Edna 
Randolph is microfilming a drawing. (All 
U. S. Army photos.) 


Signal Corps’ Microfilm Records on Tab Cards 


Waiting at counter 
for aperture card 
service are Har- 
old L. Feibish and 
Janet Keelan. 
Frank Tutarelli 
(right) examines a 
drawing on viewer. 


Annabelle Transue operates a key punch 
to place DOD code on aperture cards. 
(See page opposite.) 








Barbara Hyers 
operates alphabetic 
interpreter which 
prints DOD code 
from punched 
aperture cards, as 
William E. Spicer 
III, section chief, 
looks on. Sorter at 
right has_ sorted 
more than 12 mil- 
lion cards since 
procedure was in- 
troduced. 


Charles Stratton 
is making a posi- 
tive reproduction 
of a_ specification 
on a card-to-card 
printer. 


Francis R. Borden, 
chief, procurement 
drawings branch, 
examines a_ print- 
out listing of aper- 
ture cards on ac- 
counting machine 
operated by Emily 
Reinecke. 











A data _ transmis- 
sion terminal of 
the Air Force’s 
Combat Logistics 
Network receives a 
test message (fore- 
ground), Each of 
more than 200 ter- 
minals in the sys- 
tem can automati- 
cally exchange 
messages and data 
in punched cards, 
paper tape or 
printed form. West- 
© ern Union Tele- 
printer (fore- 
ground) can _ re- 
ceive copy in page 
form, and send 
and receive five 
channel tape. 


Air Force’s Comlognet Transmission Network 


Each compound terminal consists of four basic units: terminal control (left), converts 


from Fieldata code used for transmission and controls data flow in and out of the 
terminal; teleprinter (center background) sends and receives five channel tape at up to 
20 characters a second, and receives page copy; two modified printing card punches 
(right) send or receive 80-column cards at 18 characters a second. 





If you use Microfilm 


you 


NEED A 


DOCUMAT 
READER-PRINTER! 


The microfilm reader that 
makes prints on the spot 


If you use microfilm, as so many 
do today, there’s no need to 
wait for prints. As you scan the 
film on a big, clear 11” x 11” 
viewing screen, you may stop 
at any frame, press a button, 
and the machine will hand you 
a Clear print. 


No machine like Documat 


Note these exclusive features: ~ 
e large, clear image, even under 
bright lights e large, clear 842 
x 11 prints, on white paper, 
neatly trimmed e no cracking, 
peeling, or torn edges e fully 
automatic, even cuts the paper 


ANYONE CAN OPERATE IT DOCUMAT we. 
JUST 3 SIMPLE STEPS Microfilm Cameras «Readers * Reader-Printers 
TO MAKE A PRINT 75 E. 55th St, New York 22,.N. Y. © EL 5-0425 








1. Turn on switch = =#=---- 


2. Locate the frame DOCUMAT INC. 
3. Press the button 75 East 55th Street, New York 22, N.Y. 
ets Please send me complete detailed literature on the 


, 

P USE IT AS‘, DOCUMAT Reader-Printer, with information as to 
where the machine may be seen in this area. 

; AREADER \ adit 


OR PRINTER \ Name 








1 
- —OR BOTH! 
\ 


Mail Coupon 


\ 
| Title 
for Complete ! Cc 





r 7 





\ Information 
About / 





\ DOCUMAT / Address 


‘ / , 
ica i City Zone State 
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Write for your 


rm 




















sheet 
protector 


TODAY 


VULAR,® 

a TERAFILM® plastic sheet 
made of EASTMAN KODAK’S 
neW TENITE® polyester. 


Prove it to yourself... compare Vular with any other sheet Wl 
protector. See its amazing clarity; test its strength and dur- VAI 
ability. You'll find Vular will cut replacement costs on im- —' 
portant office documents such as brochures, sales literature 

and valuable records. Write today for your free sample and 

all the details on this newest development in sheet protectors. 


RV) 
INDUSTRIES, INC. 


AMERICAN KLEER-VU PLASTICS, INC., DIVISION 
76 Madison Avenue ¢ New York 16,N.Y. © ORegon 9-5900 
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TOTALIA AND NUMERIA 


The most complete line of printing calculators 
and adding machines available to dealers 





automatic 
short-cut multiplication Lite 


esclusive automatic short-cut 
multiplication with Grand Total —_| 


automatic four operations 
printing calculator 


ac 


coast-to-coast sales and service spare parts available from the Ames Supply Company 





Distribution Se Centers in U.S.A 
Check Writer Co., 565 Broadway 
, Import Office Machine Co., 7444 N. DALLAS, Wholesale Office Machines Co., 2000 
Harlem Ave. North Lamar 8t. 
— . weneae Northwest Lagomarsino, 639 LOUISVILLE, KY., Import Business Machines 
oward 8 Co., 1503 Bardstown Road. 
tos ANGELES, Wholesale Business Machines, PUERTO RICO ag ame SAN JUAN, Real 
4 Beverly B Hermanos Inc., Calle Tanca 250. 
OUSTON, Adding Machines Distributing Co., oe distributor: 7 TORONTO, Nauta Bros., 
$i Caroline 8t. 8615 Danforth Ave. 
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If your storage area 
looks like this ‘= 


It is costing you dearly in floor 
space and loss of employees’ time. 


Every Type of Industry R% 
Can Save BOTH MONEY and SPACE with 


NYLO-GLIDE 


low-cost 


STORAGE FILES 


These nylon bearing, smooth op- 
erating files are available in any 


\ size. Stack and interlock them 

} ee ee one on top of the other or side by 

SAVE 40% FLOOR SPACE ~ side in any available location. No 

oe ao ee =” me waste space—inside or out. De- 
‘ t valuab Saft : 

floor space. The appearance ff aie Ss signed to fit the records they hold. 

of the files has been improved, ‘a 

and the storing of records is 

much easier in neatly ar- 

ranged stacks making the 

cleaning problem simple. 

ATTRACTIVE WORKING AREA 

Efficiency engineered system 

of drawers to fit YOUR form 

and YOUR space provide a 

flexibility that is unparalleled 

in filing equipment. 

The Nylon Bearings make 

heavily loaded drawers 

GLIDE easily and quietly. 


A complete installation often costs less 
than shelving and corrugated boxes! 


RECORD FILES, INC. 


Please have your nearest representative P, O. BOX 581 


RECORD FILES, INC. | 

| 

| 

stop and us at his convenience. 

re hsigaeainetiaalanam WOOSTER, OHIO 

ae 

| 

| 


P. 0. BOX 581 © WOOSTER, OHIO 


4: wpaepaaeneatnamees aenpeemearen Specialists in RECORD STORAGE EQUIPMENT 


ae Sia Call us for a survey and demonstration 





City ee of equipment. 
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IN VIRCO FURNITURE THAT’S 
BUILT FOR LASTING COMFORT 


Puzzled by price—in a quandary over quality? Virco chairs and desks for office or 
home are budget priced and built to last. Check the quality construction features of 
this beautiful office furniture! 


MATCHING +7795 DESK AND #258 CHAIR 


This handsome welded tubular steel frame 
desk is available with Vircolite wood 
grain finish tops in two sizes: 18” x 33” 
and 20” x 40”. Choice of Oriental Wal- 
nut top with bronze-brown frame or 
Platinum Walnut top with suntan frame. 
Plus feature: excellent for use with busi- 
ness machines. Companion chair is up- 
holstered in quality vinyl plastic with 
urethane foam cushion. 


ALL-METAL 4127 FOLDING CHAIR 

This chair has countless office uses, features tubular 
steel construction with three fusion-welded braces. 
Steel reinforcement in front legs at seat pivot point 
and under forward edge of seat. Metal-capped legs 
with durable rubber crutch tips. 


N / A V: ’ 
mn eee 


Write today to: 


VIRCO MFG. CORPORATION 


Dept. S-12, P.O. Box 44846, Station H 
Los Angeles, California 
Plants also in Arkansas and Pennsylvania. 


eeeoaecoedoeode2eo0eeeeee0e0e006e8e ee 8e 88888 e886 
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The New MANUAL OF BUSINESS 


FORMS 


A Valuable Guide for: 


OFFICE EXECUTIVES 
SYSTEMS ANALYSTS 


DATA PROCESSING 
DIRECTORS 


PURCHASING AGENTS 


$4.°° a copy 


Shows how to design and use the tremendous number of forms constructions 
available today. All are described so that you can choose the best type for 
any particular system or operation. Time studies of forms processing operations 
pinpoint the basic advantages and disadvantages of the different constructions. 
There are chapters on envelopes, tags, paper used in forms, carbon and carbon- 
less papers, forms handling equipment, pegboard forms, salesbooks, stock forms, 
duplicating masters, check forms and magnetic ink, punched cards and auto- 
matic data processing forms. 


FORMS MANAGEMENT is covered in a 
chapter containing all new material. It 
tells how to organize and operate a 
forms design and control program, how 
to report accomplishment to manage- 
ment, when and how to buy or print your 
own forms. 


THIS MANUAL OF BUSINESS FORMS contains 
236 pages with over 170 charts and illustrations, 
Including 100 pages of informative advertising 
to guide the reader in locating the best sources 
of supply. $4.50 a copy postpald to U.S. and 
possessions, Order your copy today! 





we ‘THEY'RE 


—— 


T ATEAM! 


For the long haul, it pays to harness 
up the right team and get powerful 
results. These two PHOTORAPID 
exclusives rely on teamwork. 


PIONEER 
iW & Wl 


PLATEMAKERS 


THE ONLY VACUUM 

MAKE YOUR OWN METAL OFFSET PLATES PRINTER AND PROCESSOR MADE FOR 

IN 60 SECONDS — ONLY 39¢ COMPLETE! USE WITH MAGI-PLATE 

+ The first one-piece completely self-contained vacuum 
printer and processor. Designed for perfect, profes- 
sional reproduction from paste-ups. 

* New heavy-duty electric vacuum pump. 

* No darkroom or expensive plumbing required. + PIONEER Il—14” x 18” printer surface. 

+ PIONEER lll—14” x 24” printer surface. 


FOR BEST RESULTS THEY BELONG TOGETHER! 


«Make plates from anything the eye can see...from half-tones, solid images and colors... 
with sharp, clean photographic lines! 

¢ Make plates for two and three color printing: Accurate registration of negative to plate guar- 
anteed! Runs up to 40,000 copies and more! 


FREE TRIAL IN YOUR PLANT OR OFFICE! 
CALL, WIRE OR MAIL COUPON TO NEAREST PHOTORAPID OFFICE 


P tal. 
CD PIONEER PLATEMAKER 


' 
' 
1 
' 
' () Please send me more information on the Pioneer and Magi-Piate 
CORPORATION | NAME 
' 
' 
t 
' 
! 
' 
i] 


¢MAGI-PLATE gives truly professional results when 
used with the PIONEER PLATEMAKER—or you can 
use your present photocopy equipment. 





Gentiemen: Please arrange for free trial in our office of: 
(O MAGI-PLATE 





TITLE 





Better Copying Systems For Every Business 


WESTERN DIVISION EASTERN DIVISION CENTRAL DIVISION ADDRESS 
142 Oregon St. 126 Fifth Ave. 3620 Oakton St. city ZONE___STATE 
El Segundo, Calif. N. Y. 11, N.Y. | Skokle, titinols _C-12 
SPring 2-2311 MU 9-3676 JWalper &-1600 
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FIRM NAME 














OFFICE MACHINE CREDENZAS by | MASO 


‘Shem finih, chote of Ton ols Mist Green 


Designed for Photocopy Machines... 


BUT So Versatile and Useful They Increase the 
Efficient Use of All Office Machines! 


5 POPULAR STYLES with the quality, detailing and smart appearance of 
the most expensive office furniture — yet surprisingly LOW IN COST! 


INTERSTATE METAL PRODUCTS CO. 
| 666 LAKE SHORE DRIVE + CHICAGO 10, ILLINOIS) 
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THE NEW COMPTOMETER 


DUPLEX 


CALCULATOR 


Save valuable time... make routine tasks easier, simpler, quicker with the 
new’ Comptometer® Duplex Calculator. It accumulates grand totals automat- 
ically. Subtracts directly. Computes almost anything—payrolls, cost control, 
invoices, inventory ...at high speed and in one direct, continuous action. 


For a demonstration see the Yellow Pages (‘“‘“Adding-Calculating Machines— 
Comptometer”’) or write Victor Comptometer, 3900 N. Rockwell, Chicago 18. 


cuts calculating work in 


For More Information Circle No. 369 
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Muskegon 15, Michigan 


Everywhere 
Consult Yellow Pages 


Now, small- and medium-size offices 
can effect the economies of mechanized 
accounting without buying machines or 
employing specialized operators. 

Shaw-Walker simplified plans save 
up to 66% of time, eliminate trans- 
cription errors, and keep all records up- 
to-date and in balance, because: — 


ONE writing posts all records 
ONE simple proof proves all records 


Best News: — Our simplified plans cost 
little more than you now pay for forms. 


To Learn How you will save up to 66% 
(it only takes 10 minutes), call your 
Shaw-Walkerman or write Shaw- 
Walker, Muskegon 15, Michigan. 


LARGEST EXCLUSIVE MAKERS OF OFFICE EQUIPMENT AND SYSTEMS 





What It Costs to Communicate 


C. I. KEELAN, Director of Office Methods, 


OU HAVE MANY methods of 
- communicating. How often do you 
stop to ask yourself which is the best 
way? Your choice, more frequently 
than not, is probably an almost uncon- 
scious act. Yet, conscious and knowl- 
edgeable selection of the best way can 
mean a cash savings. 

Cited below are some conclusions 
that may ‘be drawn from the data pre- 


Johns-Manville Corp., New York 


sented in the accompany tables. I have 
selected the conclusions that I believe 
will be of most help to the originator in 
choosing the least costly method: 

A 30-word private wire sent any dis- 
tance costs less than a 100-word letter. 

A 100-word letter costs less than any 
length Western Union telegram sent 
any distance. 

A 100-word letter costs less than a 


1. LETTERS AND —- MAILED TO YOUR BRANCH OFFICES 


Reply aritien on letter ae ee 





mc 23 |$.43 


| 50 |. 100 200 | 500 | 
$.67 $1.23 |$2.91 





Memo written by hand 








Letter dictated to a machine Kh 
Letter dictated to stenographer | . 








71 | 1.28 | 2.96 





| 1.21.1 298 
| 1.49 3.73 








Letter typed from longhand draft 





ar 60 | 98 | 1.71 





4.00 








Principal costs are supplies, mailing, filing; and time of originator, recipient, stenographer 
and typist (valued at weighted average salaries of persons normally performing such 


work). 
300 words. 


Average letter on an 842” x 5” sheet has 100 words; on an 812” x 11” sheet, 


2. LETTERS AND MEMOS MAILED TO OTHER COMPANIES 


] 


Memo written by hand 


Reply written on letter received | 
Letter dictated to a machine 
| 


~ Letter dictated to stenographer 
__Letter typed from longhand draft 


s WORDS —— | 20 I 100| 200 500 
$.29 


* 


$.45] $.85 
7|_ .33| 49] .90 
84 


a eo. 
1.12 
1.34. 


$2.05 
2.10 
2.08 
2.88 
3.16 











.28| .38| .66} 
a ae ee. 























Principal costs are the same as Table 1 except that the cost for filing and reading in 


the recipient’s office is not included, 
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All letters are typed on 812” x 11” sheets. 





3. MESSAGES SENT BY PRIVATE WIRE 


ho [20] 0] «0 | 


$.16| $.29| $.43] $.56 |$.69 
500-1000 miles .17}| .30| .44) .57| .70]| 1.41 
Over 1000 miles 19} .32] .46) .59] .72) 1.43 


Principal costs are supplies, equipment rental; and time of originator, recipient and 


Up to 500 miles $1.40 



































operators. 


four-minute telephone toll call of any 
distance, except under 50 miles. 

A handwritten memo or letter costs 
less than one of the same length dic- 
tated to a stenographer, or written and 
then typed. 

A long letter dictated to a dictating 
machine costs less than one dictated to 
a stenographer. 

Even though a letter is usually the 
cheapest means of communication, a 
long letter costs significantly more than 
a short one. 

A 50-word private wire to a branch 
office costs less than a telephone toll 
call of any duration to the same office. 

Below 75 miles, a four-minute toll 
call to an outsider costs less than a 15- 
word Western Union telegram or a 200- 
word letter dictated to a dictating 
machine. 

There is no difference in cost due to 
the distance a domestic letter or memo 
is sent. 

There is a slight (1c to 3c) difference 
in cost due to the distance a private 
wire is sent. 

There is significant difference in cost 
due to the distance a Western Union 
telegram is sent. 

To help you remember these conclu- 
sions, I have, with apologies to Ogden 
Nash, attempted to versify them: 
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If your message to a branch office goes, ° 
And 20-words will state all your woes, 
Use your private-wire contraption 

For speed, economy, and satisfaction. 


If your message is 100-words or so, 
And to a branch office it must go, 
And carbon copies are not a jammer, 
Send a penciled memo by 

Uncle Sammer. 


If long and wordy your message must 
be, 

Then dictate you must to machine or 
girlie. 

The girl’s pretty, but the machine’s the 
best deal. 

Que la vie est bien difficile! 


If your message to an outsider goes, 

Uncle’s mail beats a snail by a nose. 

But Uncle’s mail is awfully cheap 

And the written word is something to 
keep. 


If it’s Mr. Outsider you wish to reach 

With messages under four-minutes each, 

And the distance is less than 75 miles, 

Then you should try the voice that 
smiles. 


As for Western Union and A. T. & T., 
It’s quite sure you had better be 

That you need the speed or verbosity. 
(The verbosity goes with A. T. & T.) 
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4. TELEGRAPH MESSAGES SENT TO YOUR BRANCH OFFICES 
e):1p rte f ole 


75 miles $1.30]$1.87]$1.89]$1.92]$ 1.961$3.37 
175 miles 1.41] 2.04] 2.06] 2.09] 2.13] 3.65 
325 miles 1.52] 2.20] 2.22) 2.25] 2.29) 3.92 

1000 miles 1.85] 2.70] 2.66] 2.69] 2.73] 4.64 
2100 miles 2.18] 3.14] 3.16} 3.19] 3.23] 5.46 


Principal costs are time of originator and recipient, and Western Union charges. 


5. TELEGRAPH MESSAGES SENT TO OTHER COMPANIES 
@)°13 10) 40 fo) @) 


75 miles $1.27} $1.83]$1.84]$1.86}$1.88}$3.21 
175 miles 1.38] 2.00} 2.01} 2.03} 2.05] 3.49 
325 miles 1.49) 2.16] 2.17] 2.19] 2.21] 3.76 

1000 miles 1.82) 2.66] 2.61] 2.63] 2.65) 4.48 
2100 miles 2.15} 3.10) 3.11] 3.13] 3.15] 5.30 


Principal costs are the same as Table 4 except there is no cost for recipient. 


6. TELEPHONE TOLL CALLS TO YOUR BRANCH OFFICES 
















































































25 miles $.81] $.97 1$1.18] $1.81 | $2.66 |$3.31 
50 miles .97| 1.24 | 1.51] 2.30} 3.38 | 4.19 
75 miles 1.08] 1.41 | 1.73] 2.69} 3.99} 4.96 
175 miles 1.36] 1.74 | 2.12] 3.24] 4.76] 5.89 

















325 miles 1.58] 2.01 | 2.45] 3.73| 5.47] 6.78 
1000 miles 2.24] 2.84| 3.44] 5.22] 7.62} 9.42 
2100 miles 2.841 3.61] 4.37] 6.65} 9.71} 12.00 


Principal costs are time of operators, caller and person called; and charge by telephone 
company. 


7. TELEPHONE TOLL CALLS TO OTHER COMPANIES 


SA 
2 $.55] $ $.76| $1.16] $1.69 


5 miles .63 $2.10 

50 miles 71} .90} 1.09] 1.65] 2.41] 2.98 
75 miles .82/ 1.07 | 1.31] 2.04] 3.02] 3.75 
175 miles 1.10} 1.40] 1.70] 2.59] 3.79] 4.68 
325 miles 1.321 1.67 | 2.03} 3.08] 4.50] 5.57 
1000 miles 1.98] 2.50 | 3.02] 4.57] 6.65] 8.21 
2100 miles 2.58] 3.27 | 3.95] 6.00} 8.74110.79 


Principal costs are the same as Table 6 except there is no cost for person called nor 
his operator. 
















































































How to Delegate 
RESPONSIBILITY 


WILBERT E. SCHEER, Personnel Director, Blue Cross-Blue Shield, Chicago 


MPORTANT for the efficiency of an 

executive is knowing how to dele- 
gate responsibility. He should not try 
to lead the band and play all the in- 
struments. We have seen managers and 
supervisors who had no time for the 
problems of others. While others idled, 
they were hard at work and remained 
in empty offices late at night. We've 
heard them wail: “This job is killing 
me,” “Check with me before you pro- 
ceed,” “I don’t dare take a day off,” 
“Route everything through me.” 

Responsibility in a management job 
is far greater than the personal capacity 
to carry out all the work details. No 
one expects the chief accountant to post 
all the ledger accounts, nor the presi- 
dent to personally service all customers. 
Dispersing authority and responsibility 
throughout an organization is achieved 
by delegation. According to Dr. George 
R. Terry in Principles of Management, 
to delegate means to grant or confer 
authority and responsibility in equal 
measure, from one executive or organi- 
zational unit to another, to accomplish 
particular assignments. Delegation ex- 
tends your area of operations. Without 
delegation, your actions are confined to 
what you alone can do. 
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Customarily, delegation flows from a 
higher to a lower level. However, dele- 
gation may also go from a lower to a 
higher level, or between points on the 
same level. In other words, delegation 
can be downward, upward, or sideways. 

Downward delegation of authority 
and responsibility is illustrated by a 
company president to one of his depart- 
ment managers; upward delegation by 
workers to their employer as in the case 
of group life insurance purchases; side- 
ways delegation by an advertiser to an 
advertising agency. 

Actually neither authority or respon- 
sibility can be delegated in the true 
sense. Authority can be shared, and re- 
sponsibility assigned. Delegation does 
not mean the permanent release from 
obligations. Rather it is the granting 
of rights to, and approval for, others 
to operate within prescribed areas. The 
delegator always remains accountable 
for what is, or is not, accomplished. 

General delegation of authority and 
responsibility is achieved by the estab- 
lishment of company policies. State- 
ments of acceptable company practices 
guide the manager in knowing what is 
expected of him and within what limits 
he may make decisions on general mat- 
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THE EXECUTIVE DOES THESE JOBS HIMSELF 


. Builds the workforce. 

. Develops good morale. 

. Helps workers grow. 

. Communicates to all levels. 


. Plans the work. 


. Schedules jobs. 

. Settles disputes. 

. Handles grievances. 

. Cooperates with other 


executives. 


HE MIGHT DELEGATE PART OF THESE JOBS 


. Employment and selection. 
. Induction and orientation. 
. Worker training. 

. Attendance control. 

. Accident prevention. 


. Production control. 


7. Methods improvement. 
8. Cost reduction. 

9. Equipment repair. 

10. Purchasing. 

11. Paperwork handling. 


HE NORMALLY DELEGATES THESE JOBS 


. Opening mail. 
. Receiving phone calls. 
. Receiving visitors. 


. Running errands. 


ters. In the assignment of specific du- 
ties, or one-time jobs, delegation of suf- 
ficient authority and full responsibility 
should accompany the instructions. 
Suggestions for specific assignments in- 
clude: 

1. Assign a job to the person best 
suited to it. 

2. Don’t always use the same person 
or the handiest one. 
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. Caring for equipment. 


. Distributing supplies. 
. Housekeeping. 
. Record keeping. 


3. Make instructions, requirements, 
and the authority—clear! 

4. Don’t make unreasonable de- 
mands. 

5. Check up periodically. 

6. Set a completion date, and follow 
through. 

7. Keep control. 

The occasional job, which does not 


(Continued on page 179) 





Lenkurt _Electric’s 
combination pur- 
chasing - receiving 
form has 13 parts 
and 17 interleaved 
carbons. 


= 


One Form Serves All Purchasing 


And Receiving Requirements 


DAVID STEINBERG, Manager of Purchases & Materials, 
Lenkurt Electric Co., San Carlos, Calif. 


Y COMBINING three different 

forms—a purchase order, receiv- 
ing report and a set of departmental 
records into one set, we now have the 
certainty of an accurate purchase order 
and receiving report for every compo- 
nent used in production. Lenkurt is a 
major supplier of multiplex and micro- 
wave radio systems for telephone, tele- 
graph and high-speed data transmission 
applications. (Multiplex equipment 
makes it possible to transmit many 
voice conversations, telegraph messages 
or high-speed data signals simultane- 
ously at different frequencies over a 
single communications circuit.) Some 
of this development and manufacturing 
is done under government contract. 
From a small beginning (organized in 
1944, with 75 employees by 1947) the 
company grew to 1600 employees in 
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1959 when it became a wholly owned 
subsidiary of General Telephone & 
Electronics Corp. Lenkurt’s consoli- 
dated sales were about $30 million in 
that year. 

While our growth was exciting, the 
system we used to requisition produc- 
tion parts required excessive paperwork 
and forms handling. Working with rep- 
resentatives of Standard Register Co., 
we produced the new form in 1960 
which simplified our parts requisition- 
ing and receiving system. All the paper 
necessary to requisition parts, and proc- 
ess them when they are received, is pro- 
duced at one typing. 

This form has established firm and 
accurate control of an average of 1500 
parts orders a month for an inventory 
of some 8000 items. 

All requisition orders are inaugurated 
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in our purchasing department by a 
planner who determines the quantity of 
parts to be ordered to fulfill production 
requirements. He enters this figure on 
a traveling requisition card (TR) which 
is sent to a control desk where it is 
listed in a purchasing logbook, chron- 
ologically. A purchase order number is 
assigned to the TR and it is then sent 
to the buyer who places the order, com- 
pletes the TR showing how order was 
placed (phone, verbal, written, etc.), 
quantity and delivery date, price, rout- 
ing and approved vendor. The com- 
pleted TR is then sent to the typing 
department as the source document to 
produce the purchase order and receiv- 
ing report. 

The form consists of 13 pages and 
17 carbon tissues. It is marginally 
punched for continuous feeding on an 
electric typewriter. When orders for one 
day are completely typed, they are sepa- 
rated by hand. 

The bottom sheet of the 13-part set 
is called the numerical copy. This is 
removed first and sent to the commit- 
ment desk where price extensions are 
made and a record is kept of the 
amount of money committed each day. 
The remaining 12 parts go to a follow- 
up clerk who proofreads the order and 
gives it to the buyer. The buyer signi- 
fies his approval by signing the purchase 
order, then the set is sent to the cler- 
ical section for distribution of the 
copies. 

The purchase order comprises the 
first four pages of the set: original 
order, acknowledgment copy, follow-up 
copy and a data processing copy. The 
latter is used as the source document for 
transferring order information to 
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punched cards for machine processing. 
The four copies are separated, carbon 
removed, and copies sent on to their 
respective destinations. 

Next, the six-part receiving report is 
detached. This has two carbons over 
each copy to insure that pricing infor- 
mation, which is printed in its entirety 
on the four purchase order pages, is 
blanked out of the receiving report. 
These carbons are clear in the areas 
where pricing information is produced, 
preventing it from appearing on the re- 
ceiving reports. Above the clear area, 


After all orders for one day are completely 
typed, the forms are separated by hand. 








Clear area carbons prevent prices on pur- 
chase order appearing on receiving report. 
carbons are full coated. After the clear 
area carbons are removed by stripping 
the left margin, the receiving report re- 
mains intact as a six-page stapled form 
with full carbons still in place so that 
receiving information on the orders 
may be entered on the topmost sheet 
and transferred to all five copies be- 


Top sheet of receiving report is a diazo 
master to make additional copies required 
on government contracts. 
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neath. The report is sent to the receiv- 
ing department to await receipt of the 
ordered material. The remaining forms 
which are pasted on the left margins, 
opposite the staples of the Zipset above 
them to eliminate bulk, are the requisi- 
tion information copy and the purchas- 
ing copy which are separated and filed. 

When the shipment arrives on Len- 
kurt’s loading docks, pertinent informa- 
tion. on the order (date, quantity re- 
ceived, etc.) is written on the top copy 
of the receiving report set. Information 
on the top page is carbonized to the 
five copies underneath and purchasing, 
traffic, account and material control 
each receive one. The last page of the 
receiving report is kept on file in the 
receiving department. 

The top copy of the receiving report 
is a diazo master which comes in handy 
when we have to reproduce extra copies 
to meet the requirements of government 
contracts. In addition, the master is 
used to turn out additional copies to 
help us keep an accurate record of split 
shipments. For instance, the planner 
may have specified 500,000 nuts to be 
delivered at the rate of 100,000 nuts 
a month. Each shipment is recorded on 
the master as it arrives. Once the master 
is updated, it can be used to produce 
new copies of the purchasing, traffic, 
accounting and material control reports 
for firm control. 

The receiving report facilitates pay- 
ments because information on each par- 
tial shipment is recorded and distributed 
as material arrives. It aids production 
control because notification is sent out 
as soon as an order is completely filled, 
allowing planners to reorder before 
needs become critical. 


Tue Orrice—December, 1961 





Clinton G. Martin (left), North Hemp- 
stead’s town supervisor, shows William H. 
Ryan Jr., town clerk, three microfilm reels 
containing all records from the seven 
bound volumes. 


ACED WITH MOUNTING cler- 
ical and reproduction costs, dwin- 
dling storage facilities, and lags of a 
week or more in the filing and retriev- 
ing of important documents led the 
town of North Hempstead, N. Y., to 


$10,0GO in 


Microfilm 


Equipment to 


Save Town 
$6000 a Year 


investigate the advantages of a micro- 
film records system. One of three towns 
and two cities which comprise Nassau 
County, North Hempstead covers 69.6 
square miles and has its headquarters 
in the community of Manhasset. The 
task of putting all its records on film 
started recently and will take some time 
to complete. Town officials point out 
that as well as saving on space, the 








At left: Microfilming a larger document at the Town Hall of North Hempstead, N.Y. 


Finished microfilm is inspected (at right) before originals are removed or destroyed. 
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microfilming is expected to produce a 
saving on ultimate costs in manpower 
and bindery. Up to now, all records 
were kept in large, leather-bound vol- 
umes. 

“We included in this year’s budget 
the funds for microfilming and we are 
very pleased at the progress being 
made,” North Hempstead Supervisor 
Clinton G. Martin says. First to place 
its records on film is the town clerk’s 
department. Next will be the records of 
the tax receiver, zoning board of ap- 
peals, building and highway depart- 
ments and the office of the town attor- 
ney. Two microfilm cameras installed 
in the basement of Town Hall are doing 
the job. 


According to Town Clerk William 
H. Ryan Jr., the microfilming idea de- 
veloped from a survey of department 
storage problems and costs of maintain- 
ing records under the old system. He 
explains that the community, dating 
back to its first settlement in 1643, re- 
quires keeping of tons of marriage, 
birth and death records, along with 
records of all the town offices. “It was 
costly and time-consuming to make 
extra copies of our records, and we 
were always about a week behind time 
in processing requests from residents.” 


Mr. Ryan points out that the cost of 
his record-keeping administration was 
constantly increasing and that it cost 
over $700 per year to keep one year’s 
marriage records. This included space, 
filing costs and over $100 for binding. 
“Then we learned that the same amount 
of material could be condensed on 
microfilm for about $4 and stored on 
one small reel. When our studies 
showed that by an investment of about 
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$10,000 in equipment, we could expect 
savings in five years of almost $30,000 
—in addition to much more space for 
filing—-we were. convinced that micro- 
film was the solution to all our records 
problems.” 

Subsequently the town installed com- 
plete microfilm facilities in. the lower 
level including two cameras capable of 
filming maps, drawings and other large 
documents relating to the highway, 
building and maintenance operations, 
as well as a smaller unit for filming of 
regular sized items. According to Dep- 
uty Town Clerk Raymond C. Crowley, 
the town will file larger drawings in 
aperture cards to facilitate filing and 
retrieval. The Filmac 100 Reader- 
Printer makes enlarged prints from the 
film in ten seconds. “This enables us 
to process requests for copies of birth, 
marriage and death certificates as fast 
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After finding the 
desired record on 
the automatic 
Filmac reader- 
printer - (at left), 
operator presses a 
button and, within 
ten seconds, an 
812” x 11” print 
emerges (at right). 
Additional copies 
can be made with 
each press of the 
button. 


U 


as they come in—something that took 
us at least a week to do when records 
were transcribed manually,” Mr. Ryan 
explains. 

In the past, the town made duplicates 
of original records by copying the data 
from a viewing screen and then typing 
up the desired number of copies. 
“Errors could be a factor here, not to 
mention the labor cost of the typing,” 
Mr. Ryan continues. “Now, when a 
request comes in, an 8” x 10” print is 
made the same day and sent out with 
no fear of error. These duplicates have 
been approved for the most part by the 
State of New York and are considered 
legal documents.” 

Future plans call for the installation 
of a Filmac 200 Reader-Printer which 
makes 18” x 24” copies from micro- 
film in about ten seconds automatically. 
“This unit will help our highway and 
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building departments since full-sized 
copies of engineering drawings and 
other complicated documents can be 
made from the aperture cards,” Mr. 
Ryan notes. The Filmac units, made by 
Minnesota Mining & Mfg. Co., are 
completely automatic and require no 
hand processing or complicated print- 
ing methods. Film is inserted, image 
selected and the copy emerges from 
machine ready for immediate use. 

All past records are being filmed on 
a back-date schedule while all new 
records are filmed as they come in. “In 
this manner, we’re catching up with the 
past while keeping all new records cur- 
rent,’ Mr. Ryan adds. “There’s no 
question about the economy and flex- 
ibility of microfilm and it is one prac- 
tical weapon we have found in combat- 
ing the paperwork problem in town 
government.” 
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The extras you get with Nekoosa Com- 
munication Papers assure extra- 
ordinary performance and economy of 
operation from all of your office ma- 
chines. And when you select Nekoosa 
Communication Papers, note the real- 
ly BIG selection offered by Nekoosa 
in sizes, colors, weights and finishes. 
Nekoosa-Edwards Paper Co., Port 
Edwards, Wisconsin. 


Nekoosa Bond e Nekoosa Mimeo « Nekoosa Ledger 
Nekoosa Duplicator e Nekoosa Manifold ¢ Nekoosa Fax 
Nekoosa Offset « Nekoosa Opaque « Nekoosa Fantasy 
Nekoosa Master-Lucent e Nekoosa Index ¢ and 
companion ARDOR Papers 


Precision Cut 


... to make sure that every sheet 
will go through every machine. 


Curl-Free, Wrinkle-Free 
... to make sure that every sheet 
will lie flat. 


High-Speed Performance 


. assured by papers that are made 
for today’s high-speed equipment. 


Wax laminated ream wrap protects 
against humidity changes. 
New ream box flips open at end for 
easy withdrawal of sheets. 


For More Information Circle No. 234 
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Visual Communications 
Congress in Los Angeles 


HE FIFTH ANNUAL Visual 

Communications Congress, spon- 
sored by the Society of Reproduction 
Engineers, American Institute for De- 
sign & Drafting, and the American Rec- 
ords Management Assn., will be held 
at the Biltmore Hotel, Los Angeles, 
Dec. 2-5. It is expected to attract more 
than 8000 to the technical sessions and 
some 100 exhibits of manufacturers 
which will occupy 75,000 sq. ft. 

Technical sessions will include a joint 
meeting of SRE, AIDD and ARMA 
on Saturday, Dec. 2. The subject of 
the panel discussion that day will be 
the programing and progress of mini- 
aturization systems. Panel chairman 
will be M. P. Myers of North Ameri- 
can Aviation, and panel members: D. 
W. McArthur, Minnesota Mining & 
Mfg. Co.; James Cloney, Ozalid Div., 
General Aniline & Film Corp.; Thomas 
L. Bell Jr., Photostat Corp.; C. Peter 
McColough, Xerox Corp. 

The Society of Reproduction Engi- 
neers will present a panel on Monday, 
Dec. 4 on electrostatic printing systems. 
Its chairman will be Russell H. DeRosa, 


James M. Cloney§ C. Peter McColough 
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Ford Motor Co., and on the panel will 
be G. T. Gerlach, A. B. Dick Co.; 
Donald B. Alnutt, Philip A. Hunt Co.; 
C. S. Margach, Addressograph - Multi- 
graph Corp.; Stuart E. Arnett, Radio 
Corp. of America; Leonard S. Flor- 
sheim Jr., Robertson Photo-Mechanix, 
Inc.; Albert W. Dunning, Plastic Coat- 
ing Corp. 

American Institute for Design & 
Drafting’s panel on Dec. 4 will be about 
systems for drawing and designing and 
chairman will be C. H. Thompson of 
Oklahoma State University with John 
Rayfield, Fairchild Stratos Corp., as 
panel leader. Members of this panel 
will be Jack Post, Frederick Post Co.; 
Stanley Pentecost, R. W. Borrowsdale 
Co.; Dale S. Kuebler, Photo Devices, 
Inc.; H. O. Frohbach, Chart-Pak, Inc. 

Several areas of clerical paperwork 
will be the subjects of a Dec. 4 panel 
of American Records Management 
Assn. Walter H. Lacey, will be chair- 
man. On the panel will be Larry Hardy, 
Zellerbach Paper Co.; Howard W. 
Knapp, General Fireproofing Co.; H. 
E. Moelker, Moore Corp., Ltd.; W. K. 


Bell Jr. Donald B. Alnutt 
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G. T. Gerlach 


| : 
C. S. Margach Dale S. Kuebler 


Wilson, Diebold, Inc. 

Each organization will again hold 
panel sessions on Dec. 5. SRE’s sub- 
ject will be diazo and blueprint sys- 
tems with William J. Burdick, U.S. 
Naval Ordnance, as chairman. Speak- 


Robert A. Munch L. S. Florsheim Jr. 


ers will include Robert A. Munch, 
Charles Bruning Co.; J. E. Dietzgen, 
Eugene Dietzgen Co.; William Beese, 
Azon Corp., and executives from Tech- 
nifax Corp. and Bell & Howell Co. 
Drafting for special media will be the 





Addressograph-Multigraph Corp. 
American Type Founders Co. 
Anken Chemical & Film Corp. 
Art Metal, Inc. 

Azoplate Corp. 

Richard Best Penci! Co. 

R. W. Borrowdale Co. 
Bourges Color Corp. 

W. A. Brown Mfg. Co. 
Charles Bruning Co. 
Cardinell Corp. 

Chart-Pak, Inc. 

Clearprint Paper Co. 

Thomas Collators, Inc. 
Copease Corp. 

Copymation, Inc. 

Craftint Mfg. Co. 

Davidson Corp. 

A. B. Dick Co. 

Eugene Dietzgen Co. 

Ditto, Inc. 

Joseph Dixon Crucible Co. 

E. 1. du Pont de Nemours & Co. 
Eagle Pencil Co. 

Eastman Kodak Co. 
Encyclopedia Americana 
Encyclopedia Britannica 

A. W. Faber-Castell Pencil Co. 
Eberhard Faber, Inc. 
Fairchild Graphic Equipment Div. 
Oscar Fisher Co. 

R. Funk & Co. 

General Binding Corp. 
Gestetner Corp. 

Gevaert Co. of America, Inc 
General Aniline & Film Corp 
M, P. Goodkin Co. 

Halverson Products Co. 
Hamilton Mfg. Co. 
Engelhard Hanovia, Inc. 
John Henschel & Co. 

Higgins Ink Co. 

Philip A. Hunt Co. 

Hunter Photo Copyist, Inc. 
Keuffel & Esser Co. 
Kidjel-Young Associates, Inc. 





Fred E. Klingler Co. 
Koh-I-Noor Pencil Co. 
Kreonite, Inc. 

LogEtronics, Inc. 

Marbank Co. 

Mico-Type, Inc, 

Microdealers, Inc. 

Minnesota Mining & Mfg. Co. 
NuArc Co. 

THE OFFICE 

Pack Mfg. Co. 

Paillard, Inc. 

Pako Corp. 

Para-Tone Inc. 

Peerless Photo Products, Inc. 
Photo Devices, Inc. 

Photorapid Corp. 

Photostat Corp, 

Plan Hold Corp. 

Plastic Coating Corp. 
Frederick Post Co. 

Procon Pump & Engineering Co. 
Quartz Radiation Corp. 

Rapid Color, Inc. 

Recordak Corp. 

Reproduction Engineering Corp. 
Reynolds Printasign Co. 

L. L. Ridgway Co. 

Robertson Photo-Mechanix, Inc. 
Royal McBee Corp. 

Royal Zenith Corp. 

Savin Business Machines Corp, 
Speed-O-Print Corp. 
Remington Rand Systems Div. 
Stacor Equipment Co. 

J. S. Staedtler, Inc, 

Superior Blue Print Co. 

Tab Products Co. 

Tecnifax Corp. 

Townsend Industries, Inc. 
Triangle Business Machines, Inc. 
Varigraph Co. 

Varilyper Corp. 

Rol-Dex Div., Watson Mfg, Co. 
Wheeldex & Simpla Products, Inc. 
Xerox Corp. 
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Why the microfilmer is as important 


as the billing machine ! 


In thousands of businesses today, you'll 
find a Recordak microfilmer working side- 
by-side with billing machines—doing away 
with descriptions on bills . . . and reducing 
posting time by 85%! 

The routine is this easy: billing clerks 
post only the totals of sales checks, credits 
and returns on the bill. No description is 
needed because all of these items—includ- 


=RECORDPK’ 


(Subsidiary of Eastman Kodak Company) 
originator of modern microfilming 
—now in its 34th year 
IN CANADA contact Recordak of 

Canada Ltd., Toronto 


ing the simplified bill—go out to the cus- 
tomer after being microfilmed. 

With the new RecorpaAak RELIANT 
500 Microfilmer (shown above) up to 500 
items can be photographed in a minute. 
Send for details on billing short cuts. 
eeeee MAIL COUPON TODAY ..cecee 
RECORDAK CORPORATION 66.«12 
415 Madison Ave., New York 17, N.Y. 

Send free folder describing the RecorpAK 


Photographic Billing System. 


Name 





Company 





Street 





City 





For More Information Circle No. 378 
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HEADQUARTERS FOR YOUR 


VISUAL COMMUNICATIONS SUPPLIES 


r 


for your typewriter 
use MULTI-PURPOSE® 


for your copying machine 
vse COPY MAKER’ 


o--: 


for your duplicating 
machines use 


Old Town’‘s multi-purpose ribbons—they’re 
a natural in preparing copy for Offset, 
Diazo, Photographic or Thermal reproduc- 
tion. Jet black reproduction...crisp, clear 
characters every time. Designed for corres- 
pondence typing and formulated to satisfy 
all typing. 


Old Town‘s Copymaker (Type M) thermal 
copy paper. Here’s a sheet that contains 
the two outstanding features you've been 
looking for. Simplicity and economy. It’s 
made for use on your Thermofax machine 
and reproduces on heavier weight white 
stock in brown or black characters. Copy- 
maker has longer file life and is unsffected 
by atmospheric conditions in your office or 
plant. All this and it costs far less—try it 
and see for yourself. 


Old Town’‘s CBP (Cobalt Blue Process). The 
only non-bleeding, non-staining, non- 
migrating duplicate carbon on the market. 
Out performs all others... greatly exceeds 
the reproduction capacities of your present 
multi-sets. 


—— 


snl 


WHATEVER YOUR REPRODUCTION REQUIREMENTS—MACHINES, 


MULTI-SETS, RIBBONS, CARBONS—IT WILL PAY YOU TO 
REMEMBER THE NAME OLD TOWN. 
Old Town Research and Product Development is providing 
better products for better visual communication. 


visual communication products by: 


‘OLD TOWN CORPORATION 
750 Pacific Street, Brooklyn 38, W. Y. 


makers of 


© carbon papers © inked ribbons 
© spirit duplicating machines and 
supplies © copying supplies 
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subject of AIDD’s panel on Dec. 5 with 
N. N. Freling, Phillips Petroleum Co., 
as chairman, and Thomas H. Tutt, U. S. 
Air Force, as panel leader. On the 
panel there will be N. G. Parks, East- 
man Kodak Co.; James F. Higgins, 
Minnesota Mining & Mfg. Co.; Robert 
E. King, Jonker Business Machines, 
Inc.; Duane Simpson, Fluor Corp. 


J. F. Higgins 





N. Gorham Parks 


Alan G. Negus 


The third panel on Dec. 5 will be 
4ARMA’s on information retrieval. Jack 
Morgan, Diebold, Inc., will be chair- 
man. Other panel members will be | 
Allen G. Negus, Naremco Service, Inc.; 
C. G. McCune, Tab Products Co.; F. | 
L. Hilton Jr., Recordak Corp., plus an | 


executive from International Business | 
Machines Corp. 

Complete details of this conference | 
may be secured by writing Visual Com- | 
munications Congress, 18465 James | 


Couzens Highway, Detroit 35. | 
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SIMPLE OFFSET 
PLATEMAKING 


Qym 
PLATEMAKER 


Vacuum frame on top... carbon arc lamp in 
the base. Here is the ideal unit for office and 
in-plant platemaking. 

The combination of compactness, simple 
controls, automatic are control, makes it easy 
for skilled or unskilled personnel to make 
perfect offset plates and duplicating masters. 

Available in six sizes from $295. t 


* 
Send for Bulletin A500-0 | 2 


COMPANY, INC. 
4110 W. GRAND AVE. 
CHICAGO 51, ILL. 


SALES & SERVICE: NEW YORK @ LOS ANGELES 


oP pea) TABLES 





Feature 
precision ge] 
ides fl 

metal const 


tion. Sh r 


on four 


iTrelabalate) 


ready t 
to 42 


Bylletin A217 





nuArc CO., INC + 4110 W. GRAND + CHICAGO 51. ILL 
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Extra Special Offer! Deal DF-2! 


This handy dispenser FREE 
when you buy twelve rolls of 
“Scotch” Brand Dusting Fabric No. 550! 


“Scotch” Brand Dusting Fabric No. 550 is a devastating way 
to deal with dust: gets at it in corners; easily picks it up from 
almost any surface without a trace; leaves no greasy or oily 
film, and can be reused time after time. 





Sturdy, mount-anywhere metal dispenser keeps your 
“Scotch” Brand Dusting Fabric handy — lets you pull off just 
the length you need each time, to simplify every dusting and 
clean-up job. But hurry —this extra-special offer expires 
Dec. 31, 1961! Order your Dea! DF-2 TODAY! 


Fier. 
é 
Bs 


Scotch Brand 
Dusting Fabric 


NY] MINNESOTA MINING & Sei. 
PES MANUFACTURING CO. ~ 


~~ +» WHERE RESEARCH IS THE KEY TO TOMORROW 





Some Hints on 
Office Printing 


RAY MARIEN, Printing & Supplies 
Purchasing Manager, 

Olin Mathieson Chemical Corp., 
New York 


1. Rely on 16 Ib., No. 4 sulphite | 


bond for most of your printshop output. 
Narrowing your choice of stock to this 
one standby will enable you to buy it 
under contract and enjoy the benefit of 


tion. 
2. Establish cut-off points on your 
duplicator runs. If a job goes beyond, 


say 10,000 copies, have it done on the | 
outside. You can’t really ‘compete with | 
outside printers on longer runs, so don’t | 


tie up your equipment unnecessarily. 


3. Equip one of your presses with an | 
extra ink roller for use on those jobs | 
where heavier ink coverage is needed. | 
This includes heavy solids and half- | 
tones. You'll be surprised at the im- | 


provement in printing quality. 


4. Keep a log on the number of jobs | 


you do, the quantity of masters you 
use and the number of run-offs you 


make from them. Then take your total | 


paper consumption and see what your 


waste factor is. If it runs in excess of | 
5% and your work is mostly long run; | 
or if it runs 10% or higher for short- | 


run work, something is wrong. Call in 


your machine manufacturer’s represent- | 


ative and talk things over with him. 


5. The same holds true of all your | 


other printing equipment. If you feel 
it is not performing as expected, get 
the salesman in and lay your troubles 
on the line. Some equipment is over- 
sold and some promises made in the 
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lower paper cost through standardiza- 








Tew 


FILM-ON® 


TABULATING MACHINES 
and All Office Machines 


An entirely new concept in 
printing ribbons. Keeps your 
type clean. Prevents type fill- 
ing. Produces a fine, dense 
write. 

« 


MANUFACTURERS OF 
THE COMPLETE LINE 


Ribbons 


Data Processing Machines 
High Speed Printers 
1403 Chain Printer 

Univac, Datamatic, etc. 
Shoe Marking (all widths) 
Addressograph 
Typewriter, Adding Machines 
& Time Stamp 
Potentiometer 


W NERCO” 
NEW ER 


RIBBON & CARBON 
COMPANY, INC. 
Offices and Factory 
1011 Cherry St., Philadelphia 7, Pa. 
118 N.E. 2nd Ave., 1065 Milwaukee Ave., 
Deerfield Beach, Fla. Chicago 20, III. 
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Shean -Aretee 


CORNER ROUNDERS 


Prices include 


one plug-in 
cutting unit. 





Prices 
slight! 
higher In 


west of the 
Rocky Mts. 





Canada and 


Write us for details. 


ADVANTAGES: 


1. Clean-cut 
shearing—no 
chopping. 


2. Self-honing 
knives stay 
sharp longer. 


3. Automatic 
chip disposal. 


4. No bolting 
of knives to 
head. 


5. Change cut- 
ting unit in 3 
seconds. 


6. No replace- 
ment of cutting 
blocks. 


$7§.00 


LASSCO PRODUCTS, INC. 


485 Hague St. * Rochester 6, N. Y. 


For More Information Circle No. 300 
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| heat of a prospective sale may be im- 


| possible to fulfill. 

6. Equip one of your offset duplica- 
tors with a chromed cylinder to enabie 
running short-run systems masters (fast- 
ened at one end only) without dirtying 
up your machine. Chrome repels ink. 
| Small size, mill run masters are in- 
expensive. You can produce them from 
your original master, use them for sys- 
tems work, then run them off on the 
chromed cylinder machine without 
trouble. 

7. If you have a careful, competent 
press operator, try two-sided metal 
plates for printing two-sided forms. 
They must be handled carefully to avoid 
scratching or marring the other side. 

8. If you have a two-sided form to 
run and the run is long enough to 
merit putting it on an 11” x 17” press, 
try work-and-turn. Lay out your plate 
so that both the front and back images 
are side by side. After you’ve run half 
the total job, turn over the pile of 
printed paper so the blank side is up, 
and run it through without changing 
the plate. The backs and the fronts 
will be printed on the same side of the 
large sheet. When the job is finished 
and cut apart, you'll have your two- 
sided forms printed without changing 
the plate and practically without stop- 
ping the press, in one continuous run. 
This can also be done on 814” x 11” 
images where you have two-up or four- 
up forms and also equal multiples to 
print. 

9. If you use paper offset mats for 
your forms printing and the forms 
change very seldom, why not buy metal 
plates? They are not very expensive, 
including negative and, if properly pre- 
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NOW...complete 
plate production in 
one compact unit! 


OFFSET PLATE-MAKER 


3 Simple Steps - 3 Minutes Time - 39¢ per 
plate, including negative 


Right in your own shop, in ordinary room light, 
you can produce high-quality Gevaert aluminum 
offset plates on this new Copycat unit. Just 
expose...develop... fix. Whatever the job, 
simple mass copies or precision color, plate 
production with Copycat is just three steps, 
three minutes... and 39¢ including negative. 
oe Sibi 36: iraik Deana a Copycat handles line work, screened half-tones, 
a maremememms § screened tint blocks and color. You need no 
of pressure confact..Autamatic vacuum release dark room, no plumbing... no camera, no arc 
Piseng te COME Geeund glass on light bay lights. You avoid delays, save messenger fees, 
save $3 or more over plates bought outside. 
This Copycat is a new refinement of a preci- 
sion line. No other plate-maker has all its fea- 
tures, all its range and capacity. Look at the 
features . . . Look at the costs . . . then test 
it yourself. Check it with your material, your 

duplicator. 
Send Coupon... or Phone OR 4-5582 in New 

York 








Photocopy Machines — Offset Plate-Makers 
Paper & Plates 


a Copycat Corporation 0-121 1 
200 Park Avenue South, New York 3, N.Y. 


C Please send details of Copycat plate-maker, and demon- 
stration data. 


O Please arrange a demonstration for me. 





Firm 





(fe) o}\Zer-) ME Mare -t-1)-481 10M eo) ame-J ol -1-1¢ ME Tale ME -lovelalelaah’) 
Rollers easily removed for lout -F- Talia) sum Olal-ciealial 


Address 





teveloper change. Gevaert plates stack 





Stele} 4) and repeat uses | City State 
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served, will last you a long while. 


Printing Bought Outside 


1. Before you buy rag content en- 
velopes to match your letterheads, ask 
yourself, “Who sees the envelope at its 
destination?” Most probably not the 
recipient of your letter! As a general 
rule it doesn’t get past the boy in the 
mailroom who runs it through a letter 
opener and discards the envelope. Use 
rag content envelopes only for such cor- 
respondence you hope will go directly 
to the addressee unopened. 

2. To get the effect of a multicolored 
letterhead without the cost, use screen 
tints which tone down the ink color. 
Better yet, if you want six or seven 
different colors, use the process color 
method or transparent inks. These can 








give you a wide range of colors in al- 
most any hue you wish. 

3. In designing letterheads, try to 
avoid a bleed. This presents problems 
to your printer, as he will have to or- 
der oversize stock for which you'll pay 
extra. 

4. Who should get business cards in 
your company? This question should 
be decided only by management edict 
in a written policy. Your salesmen need 
them, as do other employees who rep- 
resent your company in dealings with 
other firms. After that, the only way 
is to spell out in clear terms just who 
should get cards and who shouldn't. 
The same holds true for personalized 
stationery. As a general rule, such an 
item is a fringe benefit for those who 
have reached top levels of management. 


(Continued on page 176) 





EE 


MODEL M-I3 

Voss 13” 

BUSINESS-RITER 

With Standard Key-set 

Tabuiator or with 9-key Decimal Tabulator 


the world’s finest 
office typewriter 


VOSS Business-Riters 
give you MORE FEATURES, 
a LONGER GUARANTEE, 
and a LOWER PRICE 


The Business-Riter, with its 
extra-wide (13”) carriage and 
host of exclusive features, is a 
completely 


new concept in 


standard office typewriters. 








334 E. Weber Avenue 





Write for exclusive Dealership or 
local Distributorship 


STANDARD VOSS CORPORATION 


Stockton 2, California 








For More Information Circle No. 303 
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ESPECIALLY RECOMMENDED FOR YOUR PERSONAL FILE — 
Smead WANGING FOLDERS 


For instant accessibility you just can’t beat a desk drawer of hanging 

folders. Papers and records are at your finger tips at all times—you 

don’t even have to get out of your chair to find them. 

We suggest you investigate Smead Flex-I-Vision Hanging Folders. The 

tab is metal (for long life)—it has a full inch of index exposure (more 

than ov other tab)—its snap-on principle is the quickest and easiest of 

any tab. 

Then, too, these tabs are unique 

because you can use them alone SMEAD MANUFACTURING CO. 

nr the oy to a HASTINGS, MINNESOTA 

catalogs, swatches, or almost : 
anything else you want to file in your desk drawer. Tene card as Martere on MentVelen, 
Ask your Smead office supply dealer to show you a set of Flex-I-Vision 
Folders and Tabs—or fill in the coupon —® and we'll send you FIRM 
seeseinne which will show and tell you all about “the tab that tops ae 
them all.” — 


City. 
y 

















MANUFACTURING Co. ee 
HASTINGS, MINNESOTA Attention of 


CHICAGO LOGAN, OHIO LOS ANGELES 
For More information Circle No. 209 
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with 
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— «669 
year 
reputation 
for 
achieving 
savings 


In the professional printing 
field ... where quality repro- 
duction and economies are daily 
musts... ATF has achieved a 
position of UNSUPPASse d leader- 
ship. Now, ATF fuses this 
quality reputation and experi- 
ence with today’s needs in office 
duplicating. The result: a line 
of offset duplicators that. de- 
liver fla wiless pe rformance : 
amazing versatility and sub- 
stantial savings. Before you 
makeany buying decision, com- 
pare with ATF. Write Ameri- 
can Type Founders, 200 El- 
mora Ave Hue, Elizahe th. N. J. 


for more information circle no, TO] 
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Go Aluad, Mv.Forms Designer! 


. Design your carbon-interleaved forms so they do the job you want 
rn to do! Select, if you must, offstandard sizes, unusual constructions. 
Work in, if you wish, duplicating masters, spot carbons, NCR Paper and 
other special features which can lend flexibility to your formswriting, help 
to reduce your costs, raise your system’s efficiency. Go ahead, because — 


. 4 FPS : <= A= 
. Gavrin Business Forms manufactures [ab Sas}. and Snap fasyy. 


Forms in virtually all sizes . . . in most any construction . . . and with so 





many special features, a listing of them would run long as your arm! .. . 
So you needn’t hesitate to use the offbeat form, the unusual construction, 
the special feature that can improve your system. GBF can, almost surely, 
produce the form you devise . . . to the specifications you want 


HERE ARE SOME OF THE OFFBEAT TAB-EASY AND SNAP-EASY CONSTRUCTIONS 
WHICH HAVE HELPED DESIGNERS TO ACHIEVE GREATER Fons EFFICIENCY . 


TO DELETE SELECTED INFORMATION 

FROM ONE, OR MORE, COPIES ° — 

visirecors TO PROVIDE BUILT-IN 
punching) SELF-STICKING FEATURE ~ 











SNAP-EASY 
LINKED FORMS . 


TO LEND CONTINUOUS WRITING OF ' 
UNIT FORMS ON ORDINARY TYPEWRITER 
ms cw ° TO PRODUCE IMMEDIATE ACTION AND 


SPECIAL RECORD FORMS IN ONE WRITING 
© To get more details about the many time and cost-saving forms construc- 
tions and special features available from GBF, contact a Gavrin Dealer- 
Representative. Backed by Gavrin’s complete line, he’ll give you unbiased, 
professional counseling in helping you to arrive at designs and constructions 
to fit your requirements. Write for the name of the dealer nearest you. 


avrin ‘Busin ess Forms 


COMPANY 
Subsidiary of Allied Paper Corporation 
Executive OMe NEW ROCHELLE, NEW YORK — ‘Phone:NE 6-3600 Sede 


BRANCH PLANTS: DANVILLE, KY. (236 - 5847); DENISON, TEXAS (HO 5-2121) 
*(formerly Arthur ]. Gavrin Press, Inc.) 











For More Information Circle No. 207 
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Equipment rack 
(at left) and con- 
trol desk of the 
Klair data report- 
ing system at 
American - Stand- 
ard Industrial Div., 
Detroit. Rack at 
the right contains 
central equipment 
for the plant’s pag- 
ing system, (See 
page 106.) 


including data processing. 



















Current trends 
TaMmeoyerletomeclenceolsarehaleta) 


A Tab Card Computer Memory 


RAYMOND DREYFACK, Director of Tabulating Systems, 


Faberge, Inc., Ridgefield, N. J. 


ERE’S A CONCEPT that could 

save you a lot of headaches and 
your company a lot of money, if you 
are considering a ram or magnetic tape 
file for your card operated computer. 

Assuming that your master files—the 
data that is slated to comprise most of 
your ram or tape memory—are not too 
large, why not consider abandoning the 
computer memory idea (ram or tape) 
in favor of a more conventional, but 
more economical processing method? 

Because of greatly increased card in- 
put speeds this is now possible in many 
types of operations, a possibility easily 
overlooked by EDP and systems people. 
A billing application using the IBM 
1401 card reader-punch will serve as 
a good example to illustrate this ap- 
proach. 

Under the ram concept the item mas- 
ter file would be loaded onto magnetic 
disks. Then, as each item is processed 
preparatory to the billing operation, the 
item record would be transferred from 
the disk memory to the working mem- 
ory of the computer. (It should be 
noted here that disk transfer of infor- 
mation is the machine’s slowest func- 
tion. ) 

In the working memory of the com- 
puter stock status would be tested to 
determine availability of quantity or- 
dered in the detail input card. Assum- 
ing availability was okay, the item 
would be processed and the master rec- 
ord updated to reflect the new input 


104 


information—again the slow disk “seek” 
operation. 

Under the newly proposed concept, 
an item master file of tab cards would 
be substituted for the master ram file. 
The cards would pass through the read 
side of the high speed reader-punch at 
the rate of 800 per minute, so that a 
moderate sized file would be read in 
short order. Even with a high fre- 
quency of unmatched masters (items 
without current activity), it would be 
economical to forego a_ preliminary 
collator run match-merging only active 
items. 

In advance of this pre-billing pass 
the input detail cards would be con- 
ventionally sorted into item sequence 
and merged behind the file of item mas- 
ter cards. The merged file would then 
be fed into the read side of the 1401 
reader-punch with blank cards loaded 
in the punch side. 

This preliminary run would compare 
stock availability a: reflected in the mas- 
ter card—which is also a balance for- 
ward stock status card—against the or- 
dered quantities punched in the details. 
It would “approve” all details covered 
by sufficient stock on hand, and would 
identify others that are slated for back 
order. 

During this pass, item description, 
price, plus the results of crossfooting 
and price extension developed by the 
computer, would be punched into new 
detail cards developed on the punch 
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side of the machine. At the same time 
an updated item master card would be 
created for each item group. 

With pass number one completed the 
second phase would be to-sort together 
customer master cards and billing de- 
tails in preparation for the second pass 
which would develop the desired invoice 
and customer summary card. 

This method—volumes and master 
file sizes permitting — while somewhat 
less sophisticated than the use of exter- 
nal memory concepts, could be much 
more economical, much easier and fas- 
ter to program, would require less in- 
ternal (processing) memory, and would 
provide an automatic audit trail that 
would make your accounting depart- 
ment people smile with satisfaction. 


If desired, a special optional feature 
on the IBM 1401 reader-punch permits 
card reading to be done on the punch 
side of the machine. In this way it be- 
comes possible to punch price and de- 
scriptive information from the master 
cards into the detail cards originally 
fed in, thus cutting down on card 
usage. 

With this approach a trailer card 
would have to be precollated behind 
each group in order to create the re- 
quired balance forward item master 
card. Here it is a question of com- 
paring the cost of extra card usage in 
the first instance against the cost of 
the special device, the reading time dif- 
ferential, and the added collating re- 
quired in the latter instance. 





ec are FLOORING for elec- 


tronic computer installations, or 
wherever extensive cabling and wiring 
systems require under-the-floor space 
and immediate accessibility, is manu- 
factured by Strato-Floor, Inc., Cleve- 
land. Modular 24” x 24” panels are 
made of plastic molded around cross- 
laminated plywood and claimed to be 
indentation-proof and _ wear-resistant. 
Strato-Floor sub-structure is a grid sup- 
port system engineered for strength and 
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Flooring 
for 
Computers 


rigidity without excessive bulk or 
weight. Steel stringers are firmly bolted 
to an adjustable jack. Deflection is 
claimed to be minimized under even the 
heaviest loads. The floor is designed to 
support a live load of 250 Ibs. per sq. 
ft. and a point load of 1000 Ibs. Two 
points of the triangle utilized in the de- 
sign of the Strato-Tri-Jack give greater 
support to the stringer, according to the 
manufacturer. For More Information 
Circle No. 229. 





Data Collection Systems 


T IS REPORTED that users of Klair 

Data Collection Systems are achiev- 
ing complete recovery of investment in 
four to eight months. One such report 
shows a payroll reduction of $35,886 
within the first 30 days’ operation of 
equipment costing $19,626, and indi- 
cation that additional intangible savings 
would make for an annual total of over 
$50,000 saved. Klair audio systems, 
produced by K-L-A Laboratories, Inc., 
Detroit, are used in factories to allow 
the workers themselves to report their 
time and production progress via re- 
porting stations strategically located 
throughout the production area. Work- 
ers’ reports are automatically recorded 
on tape recorders located in or near the 
office. While the system will operate 
unattended, it is more usual that a 
clerical worker attends it during the day 
(either full or part-time) and the console 


operates unattended during night shifts. 

Console operator transcribes workers’ 
shop data in whatever manner manage- 
ment desires for timekeeping, labor dis- 
tribution, production control and sched- 
uling, efficiency and operation reports. 
There is no limit to the kinds of data 
that can be reported from remote fac- 
tory stations to the clerical center. They 
may be accident reports to Safety Dept., 
print errors to Engineering Dept., com- 
plaints to Personnel Dept., shortage re- 
ports to Purchasing Dept. Console 
operator can be called and can converse 
with anyone at a station in the plant. 
These stations can be relocated as de- 
sired because connecting cables plug 
into rear of units. An alarm signals any 
failure of an unattended system and 
user’s Own personnel can handle com- 
plete maintenance. For literature de- 
scribing this equipment, Circle No. 102. 





High Speed Machine Forms 


ESIGNED, constructed and styled 
D to meet the tolerances and require- 
ments of high-speed printers, Standard 
Register Co., Dayton, Ohio, has de- 
veloped Machine Mated forms after a 
series of operating tests covering all 
conceivable applications on every make 
of high-speed printer with the knowl- 
edge and cooperation of the machine 
manufacturers. The result is a series of 
forms specifications for the selection of 
form design and construction particu- 
larly suited to the job and the machine 
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in use to assure trouble-free operation. 
These specifications can be applied to 
both stock and custom-made forms and 
cover machine specifications, vertical 
rule placement, types of fastening 
recommended; number of plies, weights 
and qualities of paper; carbon formula 
and other items, so that the best forms 
construction for a specific job on a 
specific machine can be determined, 
without guesswork or lengthy testing for 
almost every probable combination. For 
More Information Circle No. 104. 
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EJC Conference in Washington 


TECHNICAL PROGRAM and 

turnout of exhibitors unparalleled 
in previous joint computer conferences 
are expected at the 1961 Eastern Joint 
Computer Conference in the Sheraton 
Park Hotel, Washington, D.C., Dec. 
12-14. Dause L. Bibby, president, Rem- 
ington Rand Div., Sperry Rand Corp., 
will make the keynote address, “Com- 
puters—Key to Total Systems Control.” 
General chairman of the conference is 
Dr. Jack Moshman, vice president, 
C-E-I-R, Inc. 

A 17-year-old high school student will 
present one of the 29 papers chosen 
from a field of 242 submissions. David 
Malin, who attends Walter Johnson 
High School, Rockville, Md., will dis 
cuss “Contrans” (Conceptual Thought 
Random-Net Simulation). Other sub- 
jects will be “Project Mercury Real- 
Time Computational and Data-Flow 
System,” a paper in four parts presented 
by a seven-man team from IBM’s Fed- 
eral Systems Div.; “The Saturn Auto- 
matic Checkout System,” contributed by 


Packard Bell Computer Corp.; “Ab- 
stract Shape Recognition by Machine,” 
National Bureau of Standards, Wash- 
ington, D. C.; and “Digital to Voice 
Conversion,” as developed by the Mili- 
tary Electronics Div. of Motorola, Inc. 

Twenty full-frame computer manu- 
facturers will be among the 83 exhibit- 
ing firms, many of whom will maintain 
their displays through Dec. 15, when 
the Bureau of the Budget will stage a 
data processing orientation session on 
the premises. This is the first EJCC 
sponsored by the American Federation 
of Information Processing Societies. 
The Proceedings will be published in 
book format and distributed without 
extra charge to professional delegates 
paying the $8-$10 registration fee. Stu- 
dents, who may register for $2, will re- 
ceive a copy for an additional $1. Field 
trips are being arranged to Army Map 
Service, David Taylor Model Basin, 
NASA - Goddard Space Flight Center, 
Census Bureau and Farrington Elec- 
tronics, Inc. 





KEY PUNCH DESK which pro- 
A vides extra worktop surface and 
drawer space for work, working tools 
and supplies, all at operator’s finger- 
tips, has been added to the growing line 
of timesaving automation accessories of 
Shaw-Walker, Muskegon, Mich. A wide 
selection of drawer combinations is 
available to fill every need. For More 
Information Circle No. 105. 
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A New Key Punch Desk 





For Continuity 
Of Business 
After Atomic 
Attack 


ROTECTION of company records 

is the most common action taken to 
insure continuity of operation in case 
of nuclear war or any catastrophe, ac- 
cording to a survey of 205 manufactur- 
ing firms by the National Industrial 
Conference Board. Many companies 
also have made provisions to assure 
continuity of management. While most 
have routine safety and civil defense 
plans, and in many cases have approved 
shelter areas on company premises, an 
overwhelming majority reported they do 
not have facilities or plans to protect 
employees. Only 5% have built fallout 
shelters and less than 5% are consider- 
ing such construction. Some are await- 
ing more specific directions from the 
federal government. 

Since the board of directors is com- 
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We forgot to order 
potato chips for 
the office 
Christmas party! 
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IF YOUR DATA PROCESSING 
ISN'T ALL THAT IT SHOULD BE- 


... before you question the efficiency of your machine or 
operator, try Perfection Tapes and note the improvement. The 
et consistent quality of Perfection Tapes is no accident—every lot 
1S YOUR - ape Pein.” 
PROTECTION of paper is tested to rigid specifications. 

Perfection Tapes perforate cleanly and sharply to give undis- 
torted readings. Close laboratory controls assure maximum 
reruns and folds. 

If you need a unique tape, the Perfection Research Depart- 
ment may have the very grade for you. Programming Tapes for 
mechanical, capacitance and photo electric readers, which can 
be run thousands of times, are readily available. 


Perforator and Computer Tapes « Single Copy Printer Papers 
Multi-Copy Printer Papers 


INVENTORIES IN 90 LOCATIONS 


USE COUPON BELOW FOR ACTUAL SAMPLES 


PHILA. 15, PA. 
MANUFACTURERS Without please send me your bookiet 
Communice- . 


ntaining 1 ples of 

co actual sam: PERFECTION 
fete]. i a7:¥, bd Mew Peden. 

PHILADELPHIA 15, PENNSYLVANIA 
Name. 
es: INDIANAPOLIS, IND « NEWARK ALIF 


Se Offices Firm, 


KANSAS CITY » LOS ANGELES » NEW ENGLAND 
NEW YORK « S$ NC Street 


SYRACUSE 


(EET NR EN aD 


ee es es es es ee ee ee 


ATLANTA «+ CHICAGO «+ CLEVELAND + DALLAS Position or Title | 


For More Information Circle No. 389 
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monly regarded as the key group that 
would begin restoration of the company 
in an emergency, many have provided 
that the board will be able to function 
in the absence of a quorum. The by-laws 
of many companies provide for restora- 
tion of the board under dire circum- 
stances. Some provide for establishment 
of emergency management committees. 
Several have prepared lists which define 
the chain of management succession 
during emergencies. A number have 
sought primarily to assure replacement 
of the chief executive, but others pro- 
vide for automatic succession in several 
key managerial posts. 

About 40% store their vital records 
away from headquarters. Some give im- 
portant records to commercial storage 
concerns for safekeeping in underground 
vaults or place them in the vaults of 


small-town banks. Records are usually 
microfilmed, although originals, carbons 
and photocopies are preserved in some 
cases. 

Several firms have designated outly- 
ing company locations as alternate head- 
quarters should disaster make their pres- 
ent headquarters unusable, and some 
have built special installations to serve 
as emergency control centers. One com- 
pany tests the effectiveness of its records 
storage program periodically by con- 
ducting business with the records avail- 
able at its alternate headquarters. A few 
large firms have elaborate disaster pro- 
grams. Some have emergency teams 
with wardens to direct evacuation and 
rescue, fire-fighters, medical and first aid 
squads, e mer genc y communications 
units, and radiological detection squads 
to measure fallout. 
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Mobile 


Mobile Storage For Records 
DOLIN — the most complete spe- 
cialized line of budget stretching 
record storage equipment for every 
business need and the unique ‘‘wall 
stretching’ DOLIN MOBILE STOR- 
AGE SYSTEM —the combination 


proven. to be THE answer to 
storage and space problems in 
offices and factories throughout the 
country. 


For further information on Dolin 
products and mobile storage 
"Ideas" write today. 


Build-Up Shelf Files-4 Sizes 





Double Duty Record Files 
WRITE FOR IDEA‘ KIT 


MOBILE STORAGE DIV., DOLIN METAL PRODUCTS INC. 


DEPT, MSOF, 315-17 LEXINGTON AVE, 


BROOKLYN 16, N. Y. 


For More Information Circle No. 263 
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AMERICAN DATA MACHINES, INC. © 7 COMMERCIAL STREET @ HICKSVILLE, LONG ISLAND, N. Y. 


MANUFACTURERS OF: Attendance Recorders Digitized Plastic Plate Readers 
Data Collection Systems Keybank Assemblies Sequential Punched Card 


@ Wells 8-9800 
Military Systems 
Digital Clocks Mek-A-Punch 


Readers and Scanners 
For More Information Circle No. 351 





BORN 
LEADER 


Here is the paper that is always up front 
when an economical light weight paper is needed. 
Millers Falls Opaque Parchment does more, yet 
costs less, because it offers maximum opacity 
with minimum bulk. For a superior white paper 
with outstanding printability, specify 


MILLERS FALLS 


OPAQUE 
PARCHMENT 


25% COTTON CONTENT 


om 


MILLERS FALLS PAPER COMPANY + MILLERS FALLS. MASS. nae 


For More Information Circle No. 393 
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lin Employee Relations | 


ROUND-UP of day to day em- 
ployee problems and how they 
were handled by management. Each 


incident is taken from a true-life griev- 
ance which went to arbitration. Names 
of some principals have been changed. 


Must Plant Workers Get All That Office Workers Get? 


What Happened: 


There was a rest period in the morn- 
ing and one in the afternoon when 
workers could buy snacks from vending 
machines, but the privilege got out of 
hand. All day long employees walked 
from vending machines to their work- 
places. If they couldn’t get away, they 
asked others to purchase victuals and 
distribute them in the work area. The 
company warned workers that the prac- 
tice must stop as it was interfering with 
production. There was no improve- 
ment, so management laid down a rule: 

“Vending machines can only be used 
during coffee breaks.” Still the rule was 
disobeyed. Finally the company locked 
all vending machines in production areas 
except during rest periods. Plant work- 
ers complained: 


1. You allowed us to use vending 
machines during working hours for 18 
years. This has become a working con- 
dition. You can’t break the precedent. 

2. Vending machines haven’t been 
restricted in the office. Engineers, office 
girls and executives can still use them 
any time. Why discriminate against us? 

The company wasn’t moved by the 
protest. It replied: 
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1. If a rule is being abused we have 
a right to change it to improve the situ- 
ation. There’s nothing that says vending 
machines will work an eight-hour day. 

2. We can set up a double standard if 
we like. We can have one set of policies 
for office people and another for pro- 
duction workers. 


Was the Company: 
RIGHT (0 WRONG (1 


WHAT ARBITRATOR JOHN DAY 
LARKIN RULED: “Regardless of past 
practice, the company has not agreed 
in writing to permit workers free and 
unrestricted use of vending machines. 
If the company feels the use of vending 




















machines is being abused and interfering 
with production, it may take steps to 
correct the situation. It may be true 
that withdrawal of an 18-year-old privi- 
lege may disrupt the morale of those 


against whom the action is taken; but 
management may take that risk if it 
chooses. The company is not obligated 
to apply the same rules to all classes 
of its personnel.” 


Can You Discharge an Employee for an Expensive Error? 


What Happened: 

Janson was a problem employee. He 
didn’t get along with his supervisor who 
described him as “belligerent and in- 
subordinate.” Things got to the point 
where the supervisor fired the man. The 
employee filed a grievance. His case 
came to arbitration. Janson won—and 
was reinstated without back pay. 

After he returned to his job, his rela- 
tions with management did not seem to 
improve. One day he made an error 
that cost the company considerable 
money. He was fired for “defective 
work, incompetence and gross negli- 
gence.” He complained: 

“The company is out to get me.” 
“Ever since they lost the arbitration I 
have been a marked man. I was super- 
vised so closely I could feel the super- 
visor’s breath on my neck. I did make 
the mistake and it cost the company 
money, but I’m human and I’m entitled 
to my mistakes. Belligerent? Sure, when 











the supervisor came over and said I 
was fired for an honest mistake, I talked 
up. Who wouldn’t?” 

The company filed the following 
statement with the arbitrator: “The dis- 
charge of Janson was the culmination 
of a long list of major infractions. He 
had demonstrated carelessness in the 
performance of his duties, had failed to 
follow instructions and had built up a 
record of defective work. As _ these 
things were called to his attention, his 
attitude was hostile and no improvement 
was ever apparent.” 


Was the Company: 
RIGHT 0 WRONG (1 


WHAT ARBITRATOR HARRY J. 
Dworkin ruled: “The arbitrator cannot 
conclude that the discharge was justi- 
fied. It is clear that the decision of 
management resulted not only from 
negligence, but was supported by an ac- 
cumulation of annoyances due to the 
grievant’s general uncooperative atti- 
tude—and including the results of the 
prior arbitration. The company was 
‘unhappy’ with this employee, to say the 
least, and the relationship deteriorated 
to the point where management re- 
sponded with a measure of severity 
which was not consistent with past prac- 
tice. Evidence established that the com- 
pany rarely discharged an employee for 
faulty work. The proper remedy would 
be that the grievant be declared dis- 


Tue Orrice—December, 1961 











= = 


THIS NCR SYSTEM pays for itself in less than two years. 


HOLLIS C. McPHETRIDGE, 
CONTROLLER 
of W. T. Ratliff Co. 


“Our NCR Accounting System 


saves us ‘8,300 a year... 


returns 52% annually on investment!”’ 
—W. T. Ratliff Co., Inc., General Road Contractors, Knoxville, Tenn. 


‘'The NCR Accounting System is one of our most valuable business assets. Your business, too, can benefit from 
Here are the results of a detailed study of our accounting operations before the many time- and money-saving fea- 
and after installing our System. ‘ f NCR S NCR’ 

‘Almost without exception, every bookkeeping operation, including pay- ures OF GR ystem. NCR's pay 
roll, was ‘cut in half’ due to the combined operational features of the for themselves quickly through sav- 
System, proof of entries and accumulated totals. Another profitable feature ings, then continue to return you an 
is the System's adaptability to cost records. It has enabled us to keep more 
accurate ‘detail cost’ records than ever before. 

‘"We have been very pleased with the maintenance of the System. We 


have had very few service calls. And we have also found, through experi- . 
ence, that the service did not stop with the sale of the System. The NCR CR 


extra regular yearly profit. 


Representatives have been very cooperative in assisting us whenever addi- 
tional improvements were necessary. 


‘The results of our study show that our _Xhatte! bi, PRM Aye / 
NCR Accounting System saves us $8,300 
a year. a —- return of 52% wes Bey ACCOUNTING MACHINES 
on our investmen . T. Ratliff Co. ADDING MACHINES © CASH REGISTERS 


THE NATIONAL CASH REGISTER COMPANY, bDoyton 9, Ohio 


1039 OFFICES IN 121 COUNTRIES 
77 YEARS OF HELPING BUSINESS SAVE MONEY 


For More Information Circle No, 395 
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qualified from his job by reason of his 
demonstrated inability to perform the 
duties, be reinstated to another job on 


which an opening may arise, and for 
which he may be qualified by reason of 
his seniority and ability.” 


Must a Worker Spend His Money Where He Earns It? 


What Happened: 

One morning Bill Ronner drove his 
new Rambler into the company parking 
lot. Nothing wrong with that except 
that Bill worked for a Ford dealer. 
Later the boss happened by. “Whose 
car is that?” he asked. When he found 
out, he called Ronner and there was a 
long talk about loyalty and disloyalty. 
Finally he decided to let the employee 
go. The case came to arbitration in 
about a week. By that time Ronner had 
another job, but he wanted the week’s 
pay he lost while he was looking around. 
The boss took the stand at the hearing 
and was quoted: 

“We are in business to sell automo- 
biles. When one of our own employees 
buys a rival make, it is pretty hard for 
us to explain to a customer why he, 
too, shouldn’t buy some other make in- 


stead of ours. Ronner was disloyal. I 
think he should have discussed it be- 
fore he made the purchase.” 

Ronner summed up his argument: “I 
believe there is a principle involved 
here. An American’s heritage is the 
right to buy what he wants—when he 
wants it. I never made any disparaging 
remarks about the Ford.” 

The arbitrator queried Ronner: “What 
made you decide not to buy a Ford— 
or weren’t you interested in your em- 
ployer’s product?” 

“I was very much interested, but my 
wife wanted a Rambler.” 


Was the Company: 
RIGHT ( WRONG (1) 


WHAT ARBITRATOR PEMBROKE 
GOCHNAUER RULED: “This em- 
ployer is a successful businessman. No 
doubt he acquired, over the years, a 
sincere belief in the supremacy of his 
products. It is not unnatural for him to 
expect his employees to share his views. 
Perhaps it is desirable for a salesman 
to like the product he sells in order to 
be successful, but this is not essential 
for all employees. So long as their work 
is satisfactory and they do not disparage 
their employer’s product in such a way 
as to harm their employer's business, 
their personal feelings about his product 
is their own affair. An employee is not 
required to spend his money where he 
earns it. Bill Ronner is to be paid for 
the time he lost.” 
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Lasiest calculator tape in the world to read — 


New Victor Automatic Printing Calculator 


Victor’s exclusive true symbols are 
familiar since childhood, instantly 
understood. No “‘code”’ to learn. You see 
each step of a problem as you would write 
it. Checking is faster, easier, accurate. 
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Made in Americ: 


Easy to use as an adding machine 


No special training needed! With 
just one simple keyboard, Victor’s 
agic Motor Bar and Simpla-Key 
handle all transactions. Automatic 
Constant. Total 'Transfer. Credit Please send four-color brochure on your new 
Balance. Victor Automatic Printing Calculator. 


VICTOR ‘= 


i i Address 
business machines 
Victor Adding Machine Co., Chicago 18, Illinois 
Victor Adding Machine Co., (Canada) Ltd., Galt, Ont. 
For More Information Circle No, 384 


Victor Adding Machine Co., Dept 0-12} 
} Chicago 18, Illinois 
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ELECTRIC FILE 


Remington Rand Systems Div., Sperry 
Rand Corp., 122 East 42nd St., New York 
17, N. Y.; announces the Lektrafile Auto- 
mated Filing Cabinet which brings any 
record to reference level within 71% sec- 
onds. A simple push-button panel controls 
all operations. Carriers move by shortest 
route, up or down, to reference position 


and stop automatically. Photoelectric mi- 
croswitches provide operator safety: two 
beams of light traverse the length of access 


area to automatically protect operator 
while carriers are in motion and prevent 
accidental starts. Conveyor system is fast- 
cycling, low-friction and motor-driven with 
movement controlled for smooth, vibra- 
tionless operation. Because access to rec- 
ords is automatic, more vertical space may 
be utilized for storage. Movable posting 
board lowers from counter to desk height 
for operator convenience. Units may be 
placed end-to-end or back-to-back. Lektra- 
file operates on 115-volt, 60 cycle AC with 
rectifier supplying 95 volt DC to com- 
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pound wound electrically reversible %4 
hp worm gear motor. For More Informa- 
tion Circle No. 112. 


CALCULATOR 


Smith-Corona Marchant, Inc., 410 Park 
Ave., New York 22, N. Y., announces the 
CMF Figuremaster fully automatic rotary 
calculator with ten-column figure capacity. 
It operates at 1300 revolutions per minute 
and has three dial, straight line proof which 
permits step-by-step checking of all fac- 
tors to insure operator accuracy. The ma- 
chine also has a special division feature 
for computing percentage of decrease; 
automatic decimals; and rounds off frac- 
tions to one cent if equal to % cent or 


higher. Keyboard can be mastered easily 
by practically anyone in the office. Key- 
tops are slimmer than on previous models, 
with additional space between keys to in- 
crease operator efficiency. Keys can be 
depressed with comparatively light pres- 
sure and activation is practically noiseless. 
Only one key can be depressed at a time 
to prevent errors. Available in glareproof 
sierra tan and cream color combination. 
Sells for $925. For More Information 
Circle No. 148. 


THe Orrice—December, 1961 








MICROFILM READER-PRINTER 


Documat, Inc., 75 East 55th St., New 
York 22, N. Y., announces the Mark II 
Reader-Printer which automatically makes 
easy-to-read prints from microfilm by the 
stabilization process, and at the same 
time serves as a desk-top microfilm reader. 
It completes prints within 25 seconds after 
operator locates the desired image on the 
reader screen and pushes the print button. 


The machine trims the paper neatly and 
centers the image on an 84%” x 11” sheet. 
A choice of five interchangeable lenses is 
available, ranging from 10.5x to 33.8x. 
The Mark II will accept 16 or 35mm 
film in rolls, jackets or aperture cards. 
Copies may be made with either a dull 
finish for document work, or semigloss 
for reproducing photographs. Can be used 
‘in any light. No darkroom or special con- 
ditions are required for reading or print- 
ing. For More Information Circle No. 151. 


TELEPHONE DICTATION 


Dictaphone Corp., 730 Third Ave., New 
York 17, N. Y., announces a telephone dic- 
tation system which offers touch-button, 
complete playback capability. The Telecord 
Model RDB-6 is designed for network dic- 
tation so everyone in an organization can 
have machine dictation at his disposal. 
Telecord installations achieve economy be- 
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cause they provide instant desk-side elec- 
tronic dictation facilities, and secretaries 
can transcribe dictation from plastic Dicta- 
belts without any interruptions. With its 
unlimited playback, Telecord enables lis- 
tening to dictation in its entirety to make 


changes or refresh one’s memory. One 
need not, however, listen to entire play- 
back because automatic return to furthest 
“dictate” position is accomplished by 
pressing a button. For More Information 
Circle No. 119. 


BINDING MACHINE 


Fairchild Business Machines Div., Fair- 
child Camera & Instrument Corp., 20110 
Detroit Road, Cleveland 16, Ohio, intro- 
duces the portable Fairchild Therm-A- 


Bind Model 3701 which will bind in min- 
utes any combination of paper materials 
up to 14” x 14” and weights from onion- 
skin to card stock. Folders and books 
bound with Therm-A-Bind open flat and 
are readable to the innermost margin. 
Operation of unit does not require pre- 
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vious experience. Automatic vibrator posi- 
tions material and an automatic timer con- 
trols the infrared binding action, prevent- 
ing overheating and spoilage. Up to 30 
folders with 25-30 pages can be bound in 
one operation for only a fraction of a 
cent. Adhesive used is sensitive to the 
infrared heat rays and forms a permanent 
bond. Simple color coding of a folder 
for date, location and content is possible 
with special adhesive binding in six colors 
and white. Therm-A-Bind can be used for 
office and bookkeeping records, state- 
ments, invoices, client files and histories, 
cancelled checks and bank records, sales 
brochures, price books and library bind- 
ing. Photocopying of any page over its 
full size is possible without removing it 
from the folder or book. Designed for 
regular 110-volt outlets, it is easy to clean 
and store. Sells for about $425. For More 
Information Circle No. 158. 


PHOTOCOPIER 


Copycat Corp., 200 Park Ave., S., 
New York 3, N. Y., announces a photo- 
copying machine which makes copies 
twice as fast. Copycat Spray I is a sim- 
ple, clean machine which can be oper- 
ated by anyone without training. It takes 
only 12 seconds to produce a quality copy, 


regardless of the color of original docu- 
ment. One negative will make up to five 
copies, resulting in savings in paper costs. 


No cleaning is necessary, as machine 
cleans itself. Developer can be changed 
in a moment by simply replacing a plas- 
tic bottle; no pouring or mixing is neces- 
sary. It is precision built, and decorator- 
designed with simple, modern lines to fit 
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any decor. Can be used on a desk or 
wall mounted. For More Information 
Circle No. 156. 


ACCOUNTING MACHINES 


Burroughs Corp., Detroit 32, Mich., an- 
nounces the F6000 series of numeric ac- 
counting machines which replace some 15 
Sensimatic models (F100 through F700). 
Prices have been reduced as much as 10% 
on deluxe models. Top price is $6740 com- 
pared to a $6985 maximum in the former 
Sensimatic line. Basic models in the new 
series are priced from $2580. Some stand- 
ard models in the new series reflect price 
increases averaging about 5%. The price 
structure for F6000 machines narrows the 


cost range between standard and deluxe 
models. Price reductions affect machine 
models with keyboard register selection 
which enables operator to control selection 
of data storage locations simply by index- 
ing through the keyboard. The F6000 ma-: 
chines have revamped color combinations, 
newly designed keytops and cases 2%” 
wider and 312” deeper than older models. 
The machines are designed for general 
business applications such as inventory 
control, payroll, accounts receivable and 
payable, billing, etc. Burroughs will retain 
its lowest priced Sensimatic model FSO, 
with the price reduced about 10%. The 
F6000 series continues to bear the Sensi- 
matic designation. Existing stocks of the 
previous series will be sold at reduced 
prices. For More Information Circle No. 
124. 
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Columbia - Hal- 
lowell Div., Stand- 
ard Pressed Steel 
Co., Jenkintown, 
Pa., announces the 
6200 Series of gen- 
eral office furni- 
ture combining 
trim contemporary 
styling and practicality at a reasonable 
price. Series includes desks, credenzas and 
modular units in a full range of standard 
_ top sizes; 15 enamel finishes in decorator 
tones, and 19 colors in conventional or tex- 
tured tops. Single or double pedestal desk- 
top widths range from 46” to 76”. Special 
glide permits leg-leveling without lifting 
desk, Insulation on all drawers for quiet 
operation. Complete interchangability of 
all pedestal drawers. Cradle suspension on 
all file drawers with ball bearing rollers, 
nylon thrust bearings and rubber cush- 
ioned stops. Open file drawer clears pedes- 
tat front for full drawer accessibility. A 
second file drawer in place of two box 
drawers is a no-cost option. One locking 
slide leaf locks all drawers in desk pedes- 
tal. Locks can be keyed individually, or 
match all locks within a work area. All 
drawers have double-wall construction and 
rear hood to keep papers or supplies from 
slipping out back. A_ three-compartment 
sliding personal tray comes with each desk. 
Sliding shelf may have clear plastic cover 
for often-used lists, etc., as an option. Can 
be leased from dealers. For More Informa- 
tion Circle No. 110. 


PAGING TELEPHONE SYSTEM 


Commercial Sound Div., Dukane Corp., 
St. Charles, Ill., announces the 600 Series 
Paging Telephone System which frees out- 
side switchboards and telephones for sales 
producing calls. Combining the versatility 
of intercommunication and the convenience 
of the telephone, it allows direct person- 
to-person internal or conference-type com- 
munications. All employees can be instant- 
ly located. Announcements can be relayed 
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without switchboard congestion. Radio 
music or other program source can be 
piped over system (optional feature). A 
standard two-channel 600 Series Paging 
Telephone System can be easily expanded 
to three channels with addition of a pri- 
vate channel between key executives. Ad- 
ditional paging telephones can be added 
to an existing system to meet increasing 


paging and intercom requirements. Key 
personnel can contact all employees and 
receive information without leaving their 


desks. Complicated coded dialing proce- 
dures and flashing of switchboard opera- 
tors are eliminated. Color coded lights 
show open channels instantly. Handsome 
phones come in desk sets or wall mount- 
ing styles. Available on a lease or lease- 
purchase plan. For More Information 
Circle No. 146. 





ELECTRIC COIN CHANGER 


Standard Change-Makers, Inc., 422 E. 
New York St., Indianapolis 2, Ind., an- 
nounces the Electric Standard Change- 
Center which changes 50c, 25c, 10c and 
even two Sc coins. The 50c section can be 
set by owner, without tools, to return any 
one of three different coin combinations: 
two quarters; five dimes; or one quarter, 
two dimes and one nickel. The Change- 
Center will hold $250 to $310 in change, 





providing 1200 to 1300 vends. Solenoid 
driven with drawer-action loading and pic- 
ture window coin holders that can be 
loaded by pouring coins through a funnel, 
inserting coins in stacks, or by replacing 
entire holder with a pre-loaded one. Avail- 
able in one all-purpose model with maxi- 
mum security cabinet (255%” high, 23%” 
wide, 8%” deep) with quadruple locks, 
optional colors, optional burglar alarm, 
optional insurance on machine and money 
content (up to $200). For More Informa- 
tion Circle No. 147. 


PEELABLE LABEL COATING 


Papekote, Inc., 459 West 15th St., New 
York 11, N. Y., announces a coating 
which makes labels peelable without af- 
fecting the surface to which they were 
affixed. This pK process is said to cost 
25-50% of the cost of pressure sensitive 
labels and will not discolor even porcelain 
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surfaces. Can be used, without changes in 
printing or labeling equipment, on any 
base paper including newsprint, book and 
coated stocks. Any water based adhesive 
may be used to affix the labels to all sur- 
faces. After drying, labels will not slide, 
but must be lifted for removal. When 
tested on bottles immersed in water, 
frozen, exposed to 100% relative humidity 
24 hours and baked at 200° F, labels did 
not fall off but were readily peeled. For 
More Information Circle No. 182. 


MAKES STENCILS & 
TRANSPARENCIES 


Gestetner Corp., 216 Lake Ave., Yon- 
kers, N. Y., announces that transparencies 
can be prepared direct from original art or 
copy without camera, darkroom or chemi- 
cals. In the same operation, a duplicating 
master is also prepared to permit produc- 
tion of duplicate copies for distribution to 


the viewing audience. The entire operation 
takes less than 15 minutes, Adaptability of 
the process to the small office rests with 
two elements: an electronic device which 
is desk-operated requiring no skill, and a 
stencil duplicator. Even if transparency is 
composed of halftone illustrations and fine 
line art, the stencil will reproduce exact 
and faithful copies. Original art also can 
be composed of pasted-up elements, The 
electronic Gestefax scanner can be plugged 
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into any electrical outlet. Original art or 
copy is fastened around one cylinder and 
a blank stencil backed with a clear sheet 
of acetate is fastened around the other 
cylinder. Current is switched on and in a 
few minutes machine shuts itself off sig- 
nalling completion of job. Stencil is ready 
for instant run-off and acetate shows a 
faithful copy of original art ready for use 
in projector. No further processing of any 
kind is necessary. Gestetner markets both 
duplicator and the Gestefax scanner. For 
More Information Circle No. 126. 


PORTABLE REFRIGERATOR 


Springer-Penguin, Inc., 9-07 34th Ave., 
Long Island City 6, N. Y., offers the Pen- 
guin Playbar, which can be rolled, set on 
floor, table or bench, or installed as a wall 
unit. Paneled in Pionite high pressure 
laminate that resists cigarette burns, alco- 
hol and juices, it holds 30 soft drink bot- 
tles and freezes two full trays of ice cubes 


in less than two hours. More than 2 cu. ft. 
capacity. Standard colors are walnut, ma- 
hogany, limed oak. Frame finished in 
brass, chrome or black. Weighs 72 Ibs. 
Equipped with Underwriters’ Laboratories 
approved Tecumseh 1/12 hp, 110-volt, her- 
metically-sealed compressor for AC only. 
Dimensions with legs are 284%” high x 27” 
wide x 16%” deep. Costs $260 without 
legs, including built-in lock and key. For 
More Information Circle No. 135. 
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FORMS PROCESSING MACHINES 


Fabbrica Italiana Macchine Aziendali 
s.r.l., Via Luigi Cadorna 21-22, Brusuglio 
di Cormano, Milan, Italy, makes auto- 
matic machines for cutting apart, imprint- 
ing and separating forms from carbon pa- 
per. Each function can be had in a sepa- 
rate machine or all functions can be com- 
bined into one continuous operation. One 
machine will cut off the marginally 


punched holes and remove the perforated 
strip between continuous forms at from 50 
to 100 forms per minute. Forms can be 
any size up to 19” wide and from \%” to 
18” long. Forms can be imprinted, dated, 
signed and consecutively numbered by the 
machine. A detaching unit will slit off the 
margins and remove up to five sheets of 
carbon from forms of two to six parts. 
For illustrated literature about these auto- 
matic machines, Cirele No. 131. 


REINFORCED DRILLED PAPER 


Northwest Paper Co., Cloquet, Minn., 
introduces a method of reinforcing the 
binder edge of sheets by adhering a strip 
of strong polyester film along the edge in 
its Mountie Pak line of cut-size papers. 
The reinforcing strips of Scotchpak brand 
polyester film eliminate the need to man- 
ually apply reinforcing rings around each 
hole for insertion in a ring binder. The 
opaque strips, only 1/1000” thick, enable 
compact stacking of sheets and allow auto- 
matic feeding through all types of dupli- 
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GET THINGS DONE 


WITH GOOD SYSTEMS 


LEARN . 


Work Measurement 
Survey & Analysis 
Organization Planning 
Systems Concepts 
Procedures Writing 


Techniques and Tricks of 
the Trade 


Systems Reports 
How to Run a Systems 
Department 


A new 50-week on-the-job course 
covers 17 basic areas in systems 
work. Prepares you for promotion. 
Helps you train assistants. 


This organized plan is a formal 
course, developed by The Founda- 
tion for Administrative Research, 
conducted by professional systems 
teachers. Fee $375* complete. 

*Price subject to change without notice. 


This course is marketed by the pub- 
lishers of Systemation Letter, a semi- 
monthly bulletin on systems trends and 
techniques. 


WRITE FOR 
Portfolio 2000-02H 
“Orientation in Systems” 


=] 

ROSS-MARTIN company 

P.O.BOX 800, TULSA 1, OKLAHOMA 
For More Information Circle No. 360 
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cating equipment and printing presses. 
Film has a tensile strength up to 20,000 
Ibs. psi and an extended shelf life, resists 
most chemicals and solvents, and will not 
dry out and separate from the paper. 
Northwest is applying the film to bond, 
mimeograph, offset and duplicator Mountie 


Pak Papers in white and colors, trimmed 
and packed in retail boxes. Scotchpak 
brand film reinforced papers are available 
84%" x 11” and 17%” x 22%”. Sheet 
lengths may be 8”, 10%”, 10%”, 11”, 
13”, 14”, 22” and 22%”. Special sizes can 
be manufactured in widths from 8” to 
184%”. For More Information Circle No. 
157. 


COLD PLASTIC LAMINATOR 


Carr-Best Corp., 8210 S. Park Ave., 
Chicago 19, Ill., announces the Speed-Eez 
Laminator for better protection, quality, 


speed and permanence. Inasmuch as heat 
is not required, the Speed-Eez Laminator 


| will handle objects from a few thousandths 
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ONLY...tHe 


BOHN CONTEX 


CALCULATOR 
ADDS, SUBTRACTS, 
MULTIPLIES AND 


wrs25 


%& PLuS F.E.T. 


If you pay high salaries to pencil-and-paper mathematicians for wrong 
answers...if you think $500 calculating machines are too expensive... 
then you should learn the facts about the only first-quality calculator 
that does all the work of the much more expensive machines fast and 
accurately for about one-fourth the cost. Send in this coupon today. 


Bohn Duplicator Co., 444 Park Ave. S., Dept. C-19, New York 16, N. Y. 


() Please arrange a demonstration of the Bohn Contex in our office 
without obligation. 


C1 Please send further information on the Bohn Contex. 





NAME. 


COMPANY. 





ADDRESS. 














For More Information Circle No, 225 
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to ¥e” without any change or adjustment. 
Laminates in seconds such items as ID 
cards, forms, documents, sales and price 
sheets, maps, photos, charts, etc. Speed- 
Eez is simple, trouble-free and foolproof. 
Anyone can operate it without training or 
instruction. Now available in one size only; 
larger models will be available soon. Maxi- 
mum sheet width is 11” by any length. 
Single control for start and stop, with pilot 
light. Electrically driven by maintenance- 
free sealed mechanism; 110-volt, 60 cycle. 
Unit is 19” wide, 8” high, 10” deep; 
weighs 15 Ibs. Deep gray cabinet blends 
with any decor. Shipped completely assem- 
bled, ready for use. For More Information 
Circle No. 160. 


SLIDE SORTER 


H. E. Geist Co., 2168 West 25th St., 
Cleveland 13, O., announces Slide-Sorter- 
Two for fast, easy sorting and arrange- 
ment of 35mm slides for screen projection. 
Two pieces constitute its basic parts. A 
molded plastic base and a rectangular 


white plastic translucent box having a top 
and four sides that snap onto the base 
which is contoured to provide the proper 
slant as it rests on a table or similar flat 
surface, and reflect an even amount of 
light upward from a 40-watt lamp inside 


54108 -sopres x 


| ll 


of the base. Top has five horizontal rows 
of steps 15” wide. Each holds seven 35mm 
slides to accommodate slides from an en- 
tire roll of film. Slide-Sorter-Two is 34%” 
high at front and 8” high at rear. When 
not in use, base fits inside top to form a 





TO LIGHTEN 
YOUR OFFICE LOAD 


Electric Pencil Sharpener 
Clesn, durable and economical. this compact 
sharpener enhances any office. The motor 
acts as soon as a pencil is inserted and stops 
when it 1s removed Reduces pencil breakage 





i 
<r 


B.S.D. Auto Eraser 
This electric eraser comes supplied with special 
tips for a variety of uses. Small enough to 
be held easily, it ensures neater work in 
drafting, typing, retouching, printing, duplicating 
end drawing. 


BUNSHODO CO. LTD. 
MANUFACTURERS & EXPORTERS OF 
STATIONERY & OFFICE EQUIPMENT 
4, 3-chome, Ginza, Chuo-ku, Tokyo 
Cable Address: “BUNSHODO” TOKYO 








For More Information Circle No. 364 
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“STAR” OF THE OFFICE— STAR PLASTIC TYPE CLEANER! 


KNEAD IT! a Ink sticks to it. Dirt sticks to it. Office machine grime sticks to it. Nothing 
sticks to you! STAR TYPE CLEANER thoroughly cleans typewriter keys, 
adding, billing and addressing machines, time stamps and rubber stamps 
—and your own hands stay clean! 

In fact, there’s nothing to stain. No messy brushes or rags. Nothing to 
spill...nothing to corrode metals...no fumes and no fire hazard, either. 


Ee It's quick, easy, modern! 
- Z More? It’s so economical it can be used daily for months on end. Prolongs 


“=S<<*  machine-life, cuts repairs and servicing. Comes in hinged-cover plastic 
Wim «Dx. See your nearest stationer for STAR TYPE CLEANER by EBERHARD 
sSeoestc FABER—your one source of supply for all writing needs. 


PRESS IT! 


REMOVE iT 


DIRT'S GONE! 4.) os 


<G> EBERHARD FABER 


Wiikee-Barre, Pennsyivania-New York-Toronto, Canade 


For More Information Circle No. 231 
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“<) 
Stay on Top of Every Operation 
With MAGNETIC Visual Aids 


Magnetic Visual Control Boards offer 
the easiest and quickest way to chart 
sales, traffic, personnel or any other 
phase of your business. Colorful, mag- 
netic indicators tell you at a glance if 
everything is in the right place at the 
right time. No cards, pegs or other 
nuisance devices to replace because 
“Maggie” Boards with magnetic indi- 
cators last indefinitely. They pay for 
themselves many times over because 
the first cost is the last cost. 


Write for FREE catalogue on the most modern 
and flexible control system available today 





Complete line of 
DELUXE ALL LEATHER 
or CANVAS & LEATHER 
Write for Circular, Prices 


CAN-D 
30 E. McWilliams St. 


Fond du Lac 
Wisconsin 





compact package 34%” x 15” x 11” ina 
storage box furnished with each unit. 
Quickly identifies slides clearly and dis- 
tinctly, in their true color. Slides may be 
picked up, one by one, and placed in 
projector in sequence desired. Unbreak- 
able, easy to clean and use, lists at $6.95. 
For More Information Circle No. 145. 


ENVELOPE OPENER 


Addo-x Sales Agency, 96 South 11th 
St., Minneapolis 3, Minn., offers the Addo 
letter opener which is easy and safe to 
use. It will open any size envelope with- 
out producing scraps of paper because it 


cuts only one side of the envelope. Made 
in Sweden with self-sharpening cutting 
wheel mounted on ball bearings. Weighs 
2 lbs. and comes in gray or tan with 
rubber feet. Guaranteed one year, offered 
on ten-day free trial. Costs $24.50. For 
More Information Circle No. 184. 


CHECKSIGNER 


Todd Co. Div., Burroughs Corp., 1125 
University Ave., Rochester, N. Y., an- 
nounces the T-264 hand operated signa- 
ture machine. In addition to lower price, 
the signer offers an increased plate size 
which provides up to 8 sq. in. of printing 
area for a variety of signing, certification 
and validation applications. Dual locks 
allow delegation of signing with confi- 
dence. A non-resetable counter records 
the number of signatures produced. The 
T-264 is designed to be used with a reg- 


| ister which records starting and ending 
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What makes ordering Hammermill 
Graphicopy Papers so easy? 














Or the Hammermill Gra- 
phicopy Paper Selection 
Guide. With this handy 
chart you simply (1) find 
your item on the complete 
list of papers for office 
printing and duplicating, 
(2) phone your nearby 
Hammermill supplier, (3) 
give him the Graphicopy 
stock number and the quan- 
tity you want. 

What number? 10-004, 
for example. That stands 
for Hammermill Bond, 
8% x 11, white, substance 
20. No need to mention the 
grade, size, color or weight 
of the paper you want. Just 
the number. 

The time-saving HGPSG 
can be used as a wall chart 
or file folder. Ask your 
Hammermill supplier for 
your free copy, or attach 
the coupon below to your 
business letterhead and mail 
to the Hammermill Paper 
Co., 1463 East Lake Rd., 


(Tear out this coupon now and attach it 
to your business letterhead.) 
FREE—Hammermill Graphicopy Paper 
Selection Guide 
: Hammermill Paper Co., 1463 E. Lake 
Rd., Erie 6, Pa. 


PLEASE SEND MY FREE HGPSG. 


oe 


For More Information Circle No. 381 
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Tarpedo 18 


Preferred by all because of 

its reliability, attractive design and 
unexcelled number of operating 
features 


DYNACORD 


the new office typewriter with basic 
new features and modern styling 
and finish in perfect harmony 


Dealer Distributorships open 


Torpedo Biiromaschinen Werke AG 
Frankfurt/M.-Roedelheim 
Founded 1896 Western Germany 


soe: 


For More Information Circle No. 363 


132 





numbers, thus accounting for each item. 
Utilizing multi-color ribbon impressions 
and intricately designed backgrounds to 
defy forgery, machine has a positive full 
stroke handle which eliminates light or 
uncounted impressions. Carries a forgery 
loss warranty issued and backed by Bur- 
roughs. For More Information Circle No. 
139, 


PAPER DRILL 


Ottawa Mfg. Co., Grand Haven, Mich., 
announces the Ottawa F-10 Paper Drill 


| which retails at $275, f.o.b. above, and is 


designed for shops having limited drilling 


| requirements and for office use in coding 


invoices, cancelling checks, etc. It will drill 
¥e"to ¥%” holes and perform a variety of 
slitting and slotting operations. Of all steel 
welded construction with 20” x 32” table, 


automatic backgauge and direct drive spin- 
dle with thrust bearing. Performance and 
capacity specifications include: 5” from 
backgauge to center of drill, 2” maximum 
pile, 19” from drill to sideguide, %” mini- 
mum distance between holes. Backgauge 
is easy to set up and has automatic trip 
control for fast production. Conversion 
kits enable adding a vacuum system for 
chip disposal and hydraulic power when 
work requirements increase. For More In- 
formation Circle No. 109. 
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AUTOMATE FOR PENNIES 


Automate your 


office duplicating 





¢-~< 250 DA \ 


‘S._- Stencil Duplicator —_ -” 





automatically 


@ feeds 
e strips 
@ counts 


e@ interleaves 
@ removes lint 
@ adds ink 


The Tempo Geha 250 DA opens-up a wide 
range of possibilities in the production of 
all types of office printing such as office 
- forms, letterheads, bulletins, cards, etc., in- 
cluding color work. 


You'll be delighted with the * ‘print-like” 
copies produced in your own office with 
regular personnel. Its automatic features 
assure simplicity of operation, quality con- 
trol at all stages of the run. Cleaner to use, 
too, because hands never come in contact 
with ink. And —the built-in ink cartridge 
is as easy to change as a ball-point pen. 


GEHA-— electronic stencil-making 


machine. Electronically 
makes stencils to fit 
any duplicator by auto- 
matic scanning pro- 
cess — direct from any 
master copy including 
photos, drawings, art, 
hand or typewritten 
material. 


ASK FOR FREE DEMONSTRATION of the 
250 DA in your office without obligation. Pin 
coupon below to your letterhead and mail today. 


Everything for 


tencil Duplicating 


TM. 


MILO HARDING COMPANY 
Established 1904 
Monterey Park, California 
Los Angeles e Pittsburgh « San Francisco 
Washington, D.C. ¢ Mexico D.F. and dealers everywhere 


| MILO HARDING CO. 
236 Tempo Bidg., Monterey Park, Calif. 


[]) Arrange 250 DA demonstration 
[] Send 250 DA literature 
(0 Send Geha-electronic information 


RCI ET eee 
Company__ 
Address__ 


©1961 MILO HARDING COMPANY 


PRICES BEGIN AT $225 
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Famous Acco fastener Keeps papers secure 


Simply slip punched papers over pronged base section _Holds letter, legal—any size sheets. Ideal for work sheets. 
of fastener. Then add compressor section to lock papers Comes in 7 base lengths —from 2%” to 8%”. Up to 6” 
and prongs in place. capacity. 


Makes folders spillproof At its best in Accobind 


To avoid the hazards of loose paper filing, simply punch The fastener is built right into this Accobind folder. 
two holes in any ordinary folder and insert Acco fastener Made of firm pressboard, it never sags, saves file space. 
as shown above. Choice of 5 colors. 


ACCO FASTENERS 


ACCO PRODUCTS A Division of Natser Corporation, Ogdensburg, N.Y. @ In Canada: Acco Canadian Co, Ltd, Toronto, 
For More Information Circle No. 210 





BOOKCASE Profitunity is yours... 

Lyon Metal Products, Inc., 10 Plant 

Ave., Aurora, Ill., announces a 42” high 
bookcase for continuous line installation WITH 

with existing counters, or for use as a OFFICE AIDS! 


narrow-top counter where space is limited. 
It has sliding shelves adjustable on 112” FLEXIBLE STEEL KLERADESK — MODEL 6V. 


. ” Tremendous capacity — six divisions. 
centers, and complements full height (86” ) Pane Nese ga Sein. segregating 
and desk high (29”) bookcases introduced and holding indexed material. 


File-A-Sist. Attaches to Adugte- Rack. Celene fea- 
two years ago. The new unit is 3736” wide, | Sle drawer. Leaves hands ture assures complete ver- 


free. Removes instantly. satility. In many widths. 


12 5/16” deep, 42” high; comes with two 
adjustable shelves, rounded top and end 
finishing panels. Finish is harmonizing 
Lyon gray baked-on enamel. Bookstops 7” 
high are available as accessories. They 
hook over front of shelf and snap firmly 4, 
in place. For More Information Circle Caled “Cagillen ono ntenite 


No. 144. for Catalogs Hanai-Pen Sponge 
and sed _ Desk Sets Cup 


zh ai ' rs i pee Ay 


STATIKIL’ 


7 SUARAN TEED TO 


es ese . Ba 7 ty 3 ee i 
ST oO P dec “Build Up’ “Flexible Steel 
Horizontal Kleradesk — 
Moisteners Desk Tray. Model D 
w\ STATIC 
|} ELECTRICITY = 


$3 PER CAN $30 PER DOZ. 


STATIKIL INC. 


Pest | 1220 W. 6th ST. . CLEVELAND 13, OHIO 12-12 Sengbusch Building 
———— Milwaukee, Wisconsin 
For More Information Circle No. 357 For More Information Circle No. 358 


Write today for full information and prices. 
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when it’s 


choose 


modern an. , 


compact ||} || 


MP3Jr. Coin Changers 


Speed Customer Service... 


make every teller more efficient. Compact 
MP coin changers keep transaction areas 
neat—change close at hand. Precision made 
to operate smoothly. MP changers respond 
to fingertip pressure —fast! You'll be 
amazed by the improvement in customer 
relations when you install MP. 


Only MP Coin Changers... 


combine top quality features and low cost 
in the nation’s value: leading, semi-auto- 
matic machine. 

@ All mechanisms fully enclosed 

@ $125 capacity—pennies thru half-dollars 
@ Removable top tray and inncr storage box 
@ Lightweight construction 

@ Smart hammertone finish, decoratorcolors 


Parts and workmanship fully guaranteed. 

Only $69. See the complete line of MP 
Coin Changers at your dealer or 
write for full information today! 


metalproducts 


engineering, inc. 


4000 Long Beach Avenue « Los Angeles 58, California 


For More Information Circle No. 264 








Increase Office Productivity 
with the 
’ STRONG-PACER 


A precision instrument, developed by Dr. 
Earl P. Strong after years of research, the 
Strong-Pacer provides personalized assist- 
ance for increasing typing productivity 
within the wide range of 30 to 150 words 
per minute. Also ideal for quickly, accu- 
rately and inexpensively testing job 
applicants’ typing skill. Comes complete 
with 40-page manual of pacing drills for 
individual or group training. Send for 
complete information today. 


TRICO SERVICE CO. 
1337 S. Garner St., State College, Pa. 
For More Information Circle No. 348 


136 





PORTABLE TYPEWRITER 


Royal McBee Corp., 850 Third Ave., 
New York 22, N. Y., announces a Royal 
Signet portable typewriter costing less than 
$60. It has a full-size keyboard and single, 
1% and double linespacing. Typewriter 
has a two-color ribbon, automatic ribbon 





reverse and permits cutting stencils. Avail- 
able in choice of gray, green or blue. It 
has a steel frame and an all metal body; 
weighs 11 Ibs. complete with the case 
which doubles as an overnight bag when 
typewriter is removed. For More Informa- 
tion Circle No. 136. 


PORTABLE LIGHT TABLE 


NuArc Co., 4110 W. Grand Ave., Chi- 
cago 51, Ill., offers a portable light table 


that’s easy to move around the plant or 
ideal for free-lance artists and strippers 
to carry out of the plant. It includes the 
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Touch 


a button 
...get 


INSTANT INFORMATION! 


with 3M Microfilm Products 
Records, facts, figures—any in- 
formation is available in seconds ® 


at the touch of a button with 3M |) a) 
Microfilm Products. 3M makes it o | 
so easy to put the magic of micro- 

aD 


film to work cutting the costs of 

paperwork—speeding business poe 
communications—saving valu- ee Ma -nrscho aca 
able space—in short, making film- Sy fied information on formation you weet in 


i the bright screen of the 8% x 11 inch size. The 
work easier, faster, less costly THERMO-FAX “Filmac’’ “Filmac’’ Reader- 


than paperwork, Find out now \\ Reader-Printer. Touch Printer gives you an 
how you can put microfilm to work a button and... exact, clean copy. 


—get instant information—with 


MINNESOTA MINING AND MANUFACTURING COMPANY 


e 
3M MICROFILM DEPT. FBC-121, ST. PAUL 6, MINNESOTA 


Please send me facts about how | can get Instant Informa- 


— PRODUCTS tion with 3M Microfilm Products. 


Name 
Mienesora Afiminc ano E> a 
SS ompany 
Miawvracturing company “7 seen 


WHERE RESEARCH 1S THE KEY TO TOMORROW City 
ST. PAUL 6, MINN 














Zone State 





For More Information Circle No. 377 


THe Orrice—December, 1961 





Design for a Travel Bureau Executive 


Your company is judged by the office you keep... 


The first impression is 2 most important impres- 
sion! Cole Steel office furniture will create the 
office you want—the impression you want to give. 
By its rich look, by its integrity of design, Cole 
instantly tells of quiet good taste. Cole equip- 
ment creates an atmosphere of comfort and 


luxury that will impress your visitors and make 
your office an inspiring place to work. See for 
yourself why Cole Steel is so far ahead in the office 
equipment field. Free : send for our latest full color. 
catalog...today! Cole Steel Equipment Co., Inc., 
Dept. 27, 415 Madison Ave., New York 17, N. Y. 


COLE STEEL 


NEW YORK CITY « CHICAGO « PHILADELPHIA + LOS ANGELES * SAN FRANCISCO * HOUSTON ¢ ATLANTA ¢ TORONTO, CANADA 


For More Information Circle No. 385 








features of larger light tables, but is small 
and lightweight. Features 21” x 24” glass 
area; highly polished, chromed steel adjust- 
able straight edges on all four sides; metal 
carrying handle; adjustable tilting mech- 
anism; all steel construction; fluorescent 
lighting. Model LTP-21 costs $85. For 
Bulletin N260-O, Circle No. 159. 


ADDRESS IMPRINTER 


Cheshire, Inc., 1644 N. Honore St., Chi- 
cago 22, Ill, announces a_ rotary-head 
heat-transfer machine that imprints ad- 
dresses from roll tapes or pack form mas- 
ters prepared with carbon imprints on the 
reverse side. Tapes or master forms can 
be prepared on all electronic data process- 
ing systems. Material to be addressed can 
be fed at variable speeds up to 14,000 
pieces per hour. A clear imprint of high 
quality is achieved in a non-stop, fully 
automatic operation. Automatic rewind 


permits reuse of tape or master form for 
additional heat-transfer addressing. Sev- 
eral transfers are practical before carbon 
image weakens. Then tape may be applied 
as a label strip by a Cheshire labeling head 
if processed with printing on the face side 
as well as reverse side. This head is fitted 
on an adaptation of the Cheshire Model E 
labeling machine base and will handle the 
same sizes and types of work. Imprints 
can be transferred to cards, envelopes, 
booklets, magazines, catalogs and quarter- 
fold tabloids from 34%” x 5%” to 11” x 
144%" and up to 7%” thick. For More 
Information Circle No. 130. 
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AVOID 
ERRORS 


Ss eat sii -— wai eee 
PROVIDES POSITIVE . 
FINGERTIP CONTACT 


Just a touch of your fingers P.-—a 
it Te 


to the new and improved 
t uN : 
\ : NS 


Rite-Line SURE-TOUCH fin- 

ger moistener makes han- 

dling of papers, sorting of 

checks and counting of 

money, quick and sure. 

Will also improve’ your (a 
grip in golf, tennis and 

bowling, rease, no odor, no stains. 
Will be anne le through your stationer, 
only 50 cents, In the meantime send for 
trial offer. 


RITE-LINE 


SureSouch 


SE MN Rk RR] BERN CR et oo. RR AIRED 
RITE-LINE CORPORATION DEPT. SC 1-12 
4209 39th St., N.W. Washington 16, D.C. 


Enclosed please find $1.00 for two trial boxes 
of SURE-TOUCH, 





Name 





Street 





City Zone ___ State 


Name of Stationer 





ee ee eT 
For More Information Circle No. 281 
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ATLAS 
VERTICAL FILING SYSTEMS 


PROTECT © EFFICIENTLY FILE 
ASSURE LONGER LIFE FOR 


© Offset Plates 
© Stencils 


© Negatives 
© Artwork 


Large and Small 
Cabinets for all 
sizes and types 
of plates, neg- 
atives, stencils, 
etc. Models to 
file 50 to 1400 
items. 


Atlas Nega-Plate Hangers give extra 
protection to negatives, plates, art- 
work in permanently attached envel- 
ope-hanger units. Available for filing 
in any Atlas cabinet, old or new. 


Over twenty other 
sizes and styles of 
Atlas patented 
hangers also avail- 
able. Write for 
Atlas Reference 
Chart listing cor- 
rect cabinet and 
hanger for your 
requirements. 


VERTICAL mm Ks SYSTEMS wy) 


og ie 

See 

ATLAS STENCIL FILES CORP. 
16716 Westfield Avenue, Cleveland 10, Ohio 











For More Information Circle No. 326 
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TYPEWRITER RIBBON 


Frankel Mfg. Co., 285 Rio Grande 
Blvd., Denver 23, Colo., announces that 
Klean Write Super Kemlon typewriter 
ribbon is available in cartridge form to 
fit IBM _ Selectric electric typewriters. 


Super Kemlon writes sharper and clearer. 


It is made from a “miracle fabric” treated 
with a chemical which permits the ribbon 
to absorb more ink and last longer. Re- 
tail price is $25 per doz. All colors and 
color combinations are available for both 
record and offset. For More Information 
Circle No. 163. 


TAX FORMS HOLDER 


Charles Bruning Co., 1800 W. Central 
Road, Mount Prospect, IIl., announces that 
250 tax forms and schedules used by tax 
accountants can be integrated in its Tax 
Form Organizer, designed for desk-top or 





eiT FOLDS 

*eIT SCORES 

eit CAN SLIT 
or PERFORATE 


WITH or WITHOUT 


THE PRinet- o- MATIC co., 


For More Information Circle No. 349 
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“a new 

Thomas Collator ¥ 
sure solved 
a lot of problems || 
around here” 


It’s my job to look for trouble— 
preferably before it starts—but one 
job that always caused me plenty 
of headaches was this business of 
gathering duplicated pages into 
sets. It’s always the same—too little 
time—not enough help—and plenty 
of grumbling by the girls. 

It wasn’t until I had talked to the 
Thomas people that I realized our 
present method was as obsolete as 


the roll top desk. With our new 
Thomas Collator one girl does the 
work of six ... without the mad 
scramble of last minute deadlines. 
What’s more, the way it looks, the 
machine will pay for itself by the 
end of the year. 

Why not call the Thomas people 
for more information or an actual 
working demonstration? If you’re 
like us, you'll be glad you did! 


NA Thomas Collators Inc. 


100 Church St., Dept. B, N. Y., N. Y. 
For More Information Circle No. 379 
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“It's: ‘the ie . compact in appearance and in fact. And notice . ... the compactness is between the . 
keyboard ‘and the corriage: All the dead air space has been engineered out: But the important work areas 


are ‘set up the same as in other electrics. The carriage is a full 12 inches and the return is electric—auto- 


matic. The keyboard, too, is full size (and with new features). This is the whole idea — compactness. This 


- is American engineered compactness — a more efficient product to do the job and so a more efficient price — 
_ —$249*. Available in three decorator colors and all the crisp type styles you'll ever need. See the Compact i} 
me Call your local Smith-Corona Marchant epeative, or mai! coupon on opposite page. *Plus tax 























drawer. The all-metal device puts tax 
forms at accountants’ fingertips, eliminat- 
ing searching for an individual form that 
may be required. It has 18 indexes cover- 


ing major federal and state forms and 
sturdy metal tilt plates for easy indexing. 
Device measures 12” wide, 103%” long, 8” 
high. Priced at $19.50 with 27 indexes. 
For More Information Circle No. 108. 


STATIONERY EMBOSSER 


Meyer & Wenthe, Inc., 30 S. Jefferson 
‘St., Chicago 6, IIL, offers the Pirouette 
blind embosser for stationery. It has re- 
versable dies that allow it to do top em- 
bossing, as on letterheads and bottom em- 


bossing, as on envelopes. Two knobs are 
turned to reverse the dies. The Pirouette 
is available in a nickel plated pocket 
model or a desk model in choice of seven 
colors. For More Information Circle No. 
116. 
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THE MOST CONVINCING 


(AND SURPRISING) 
TYPEWRITER DEMON- 
STRATION YOU HAVE 
EVER SEEN! 


We'd like six minutes—no more— 
to show you the Compact 200. Just 
tell us which day you’ll be free. Or 
send in your order now. 


SMITH -CORONA MARCHANT 


410 Park Avenue, New York 22, N. Y. 
[]I'd like to see your six-minute 
demonstration at _._——— 


Send Sees ads (quantity) 
new Smith-Corona Compact 200 
typewriter(s). 


NAME 





COMPANY 





ADDRESS 


“ 
| 
| 
| 
| 
| 
| 
| 
Lon __ 
| 
| 
| 
| 
| 
| 
| 
| 
| 


ZONE STATE_ 


For More Information Circle No. 282 





SORTER 
Associated Industrial Designers, Box 
39652, Los Angeles 39, Calif., announces 


seueeasvdtcccuraaes see 


L-24 Sort-O-File designed for durability, 
utility. All aluminum, it weighs only 15 
oz. Operation is made easy by individual 


the ecteihasie low priced Golden-West 





BOSTON 


PENCIL SHARPENERS 


easy mounting 
on any surface 


Now Boston’s all-metal pencil sharp- 
eners can be mounted anywhere. 
There is a Boston for every purpose 
and the mounting kit fits 

every model. All sharpeners EZAM 

are guaranteed for 1 year. 


(. HOWARD HUNT PEN CO., CAMDEN 1, N.J, 


For More Information Circle No. 278 





ees on each divider. Flexible di- 


viders expand with 
additional expan- 
sion at _ binding 
posts. Dividers are 
finished in Cata- 
lina green plastic 
enamel with plas- 
tic covered four- 
in-one index la- 
bels. Sort-O-File 
GW24L_ measures 
1%” high, 2%” 
wide and 20” long. 
Raised base has 
nonskid feet. For 
More Information 
Circle No. 167. 


OFFSET 
PLATES 


Polychrome 
Corp., 2 Ashbur- 
ton Ave., Yonkers 
a “Sa ee 
nounces that 
Granekote plates 
are now available 
on .012 gauge alu- 
minum alloy for 
many larger size 
presses, The extra 
rigidity permits 
easier handling 
during processing, 
and mounting on 
larger presses. 
Granekote is me- 
chanically grained 
and factory pre- 
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Exciting 


New 


Clarin 


Clarin’s New Posi-Stack Ganging 
Bracket for easy positive 
stacking and ganging 


IF MICHAELANGELO had sculptured a chair, 
it might well have looked like this. ..so 
graceful, so truly conformable to the con- 
tours of the body you know it has to be 
designed with authority. See how back 
and seat are separately sculpted so you 
must sit properly, comfortably. See how 
the mid-section is beautifully fluted. Not 
for mere beauty, but for extra strength... 
ventilation. Magnificent colors. Sculpted 
in 6 decorator shades, upholstered model 
in 88 combinations! 


Pioneers in auxiliary seating since 1925 


CLARIN 


/ 
/ 
j 


i 


CHAIR BODY: One-piece seat 
and back of fiber glass rein- 
forced molded polyester resin 


LEG FRAME: 4 tapered, chrome 
plated tubular steel legs perma- 
nently welded to two large heavy 
duty die formed seat brackets 


SIDE BRACKETS (POSI-STACK): 
Two 16 gauge steel die formed 
side braces with flanges and em- 
bossments running the length of 
top and bottom for added 
strength. Permanently welded in 
place. 


UPHOLSTERY: A choice of 8 dif- 
ferent kinds of vinyl as well as 
nylon — over foam. 


SIZES: Seat height 171/2’, over- 
all size 33’’ high x 2138” wide, 
floor area 213” x 211/2"’. 

Write Dept. 50G for Special Sample 
Kit Information. 


CLARIN MANUFACTURING CO., 4640 W. Harrison St., Chicago 44, Ill. 
For More Information Circle No. 372 
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The world’s largest 
dictating machine 


This modern new headquarters 
building of the Chase Manhattan 
Bank is the first in the world with 
a built-in machine dictation sys- 
tem included in its design. 


@ The new system includes Dicta- 
phone Telecord network dictation 
and individual Time-Master dic- 
tating machines. Both utilize the 
exclusive Dictabelt record with 
‘the sound you can see.”’ 


@ In modern business, dictating 
machines are as basic as tele- 
phones. There is no comparable 
way to save time and cut commu- 
nications costs. If you’re looking 
for waysto beatthe profit squeeze, 
let Dictaphone Corporation help. 
Have a representative survey your 
needs now. 


Dictaphone ~~. 


Dictaphone, Time-Master, Dictabelt, Telecord, registered trademarks of Dictaphone Corp., 730 Third Ave.,N. Y. 17, N.Y. 
For More Information Circle No. 396 
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sensitized. Also made are duplicator-size | ; 


plates in .006 aluminum alloy. This sturdy, 
more flexible gauge aluminum allows easy 
mounting on small-diameter plate cylin- 
ders. The .006 gauge Granekotes are made 
in sizes up to 15%” x 20%”. For More 
Information Circle No. 162. 


MACHINE STAND 


Tiffany Stand Co., 7350 Forsyth Blvd., 
St. Louis 5, Mo., makes the Model 4000 
office machine stand which offers strength, 
rigidity, stability. Available with either one 
drop leaf (as shown) or two (Model 4002). 


In addition to ease of assembly (just a few 
screws and a few minutes), it has features 
for operator comfort, appearance, porta- 
bility and retractability. The 6000 and 
4000 series also have modesty panel at 
rear of stand. For More Information Cir- 
cle No. 196. 


TYPEWRITER RIBBON 


Old Town Corp., 750 Pacific St., Brook- 
lyn 38, N. Y., announces the Multi-Pur- 
pose ribbon with a superior blend of ink 
and fabric to satisfy a wider variety of 


typing requirements. It is outstanding for | 
longer | 


typing correspondence, provides 
wear, and can be used for preparing off- 
set plates, diazo translucents, photographic 
and thermal copying. Comes in a fine and 
medium inking to provide crisp, clear 
copies. For More Information Circle No. 
117. 
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IN 10 SECONDS 


Make Completely Finished 


GLOSSY PRINTS 


Perfect for Reproduction 


STAT PRINTS © 


On Matte or Glossy Stock 


LITHO PROOFS — 


Or be notion to “Burn” a 


TRANSLUCENT MASTERS — 


for Diazo Machine 


Eee 


Microfilm ‘Enlargements. 


pmnoateece sans ccaannnne anes 


From bated or Aperture Cards 


a ne 


“ENGINEERING COPIES — 


Of Whiteprints and Blueprints 
All Up To 42" Wide 


Sree seancagte . " - a 


With the Incredible ei 


POLYMICRO 


Universal Copier 


An Instantaneous Low Cost Photo- 
graphic Process With Unbelievable 
Quality! No Darkroom Needed! Holds 
240 Line Screen—No Fill! Sheet or 
Roll Paper Stocks For Every Purpose. 
Ideal For in-Plant Reproduction and 
Graphic Arts Departments. So Simple 
To eee’ 

ps , SLT 

Write Today ps0 aeenaes Details, Sank N- 5 
Burton Mount Corp. 
Exc/usive US Distributor 
2147 JERICHO TURNPIKE 
NEW HYDE PARK, NEW YORK 


wtoneor ei 7770 
CEASA ‘ Ay 


For More twferenation Circle No. 284 
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This 
index 
outlasts 
others 


Butt 


AICO Indexes are reinforced at tab 
and binding edge with Mylar, Du- 
pont’s new polyester film. So strong 
tabs won’t tear or crack, indexes 
can’t be pulled through at holes. So 
thin ring books, memo books, and 
post & ledger binders can hold more 
sheets than with other reinforced 
indexes. In all stock sizes, and a 
wide variety of tab styles and 
colors. At your stationers, or write 
for samples. 


_) AICO L 


G. J. AIGNER COMPANY 


426 S. Clinton Street +» Chicago 7, Illinois 
For More Information Circle No. 271 








INK CANS ARE OLD FASHION 


MODERN PRINTERS USE 


CART 


UNION AND LIBERTY STREET, MINEOLA, NEW YORK 


INiJ/Y 1IIN 


For More Information Circle No. 272 
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DICTATING TAPE REELS 


Robins Industries Corp., 36-27 Prince 
St., Flushing 56, N. Y. offers individually 
boxed tape reels in 3” and 5” diameter 
sizes which fit almost all tape dictating 
machines. Small empty tape reels can be 
used to replace warped or broken reels, or 


to store small portions of recorded tape 
for future reference. The 3” tape reel 
comes in a handy self-mailing box for use 
in mailing recorded tapes. Made of poly- 
ethylene, 3” reel lists for 25¢ including 
box; 5” reel is 60¢. For More Information 
Circle No. 134. 


SIGNATURE STAMPS 


Gardner Stamp Co., 166 S. Washington 
St., Wilkes-Barre, Pa., offers signature 
stamps that are an exact reproduction of 
one’s handwritten signature. Deeply en- 
graved to give sharp, clear reproductions 


and last for years. When ordering, sign 
name clearly in ballpen, pen or pencil, 
making signature the exact size wanted. 
Price is $3 per signature, cash with order. 
About seven days delivery; money-back 
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IT'S NO SURPRISE... to find an egg inside an egg shell. 
They go together. Also, it’s no surprise to find a visibly better 
PLOVER Bonn letterhead inside a visibly better matching envelope. 
Business people give more attention to handsome envelopes — and 
letterheads. It’s necessary that both are visibly better. Your com- 
pany letterhead is the single most important image builder you have, 
but its envelope has to be opened before it can be seen and read. 
White, bright, strong PLOVER BoNnpD letterheads and envelopes are 
an unbeatable team. Specify visibly better PLOVER BonpD with 
matching envelopes — they go together — naturally. 


1 
—f Wi PAPER COMPANY, STEVENS POINT, WISCONSIN 
Uy 


For More Information Circle No. 397 
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Avoid 
Losses! 
Avoid 
unexpected 
troubles! 


destroy xt 


OFFICE PAPER SHREDDER 


The ONLY TWO-WAY 
OFFICE SHREDDER 


For regular 
office use 
with 
removable 
waste-bin 








15 DAY 
FREE TRIAL 





For quantity shredding — 
Flip & a second door 


LOW PRICED! 
And a table model priced even lower! 


Write for illustrated brochure describing 
full application of office paper shredders. 


MICHAEL LITH sales corp. 


145 West 45th Street, New York 36, N. Y. 
® Dealer: Write For Profitable Sales Plan. 


For More Information Circle No. 261 





guarantee. Signature is engraved on wal- 
nut mount Justrite rubber stamp finished 
in light natural grain. Eagle style handles 
have tapered top in natural grain. For 
More Information Circle No. 107. 


TYPEWRITER 


Standard Voss Corp., 334 E. Weber 
Ave., Stockton 2, Calif., announces the 
Voss Business-Riter Model M-13, manu- 
factured in West Germany for American 
users. While engineered in compact low 
height, and may be considered portable, 
parts are of a size and strength comparable 
with standard typewriters. Keyboard is 
full width and arranged like domestic ones 
with backspacer key at left, margin release 
and tabulator key at right. Variable knob 
is on the left; tabulator set key, single 
clearance and total clearance key on the 
right convenient to the carriage release. 


Escapement is rugged and easily accessible 
for adjustment. Margin stops are large 
and made to take hard work. Plexiglas 
line scale feeds paper beneath the bail rolls 
for operator convenience. Two paper rests 
with extensions hold paper upright and 
indicate distance to bottom of 11” sheet. 
Exceptional card holding ability is 
claimed. Carriage may be moved from 
side to side without card corners being 
caught on the scale. Small labels may be 
front fed and held in position for typing 
at top and bottom. Excellent for stencil 
cutting and producing good carbons. A 
variety of type faces are available. Base 
in choice of eight colors with ivory top 
and keyboard. Metal parts are guaran- 
teed five years. For More Information 
Circle No. 153. 
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ls your 
mail scale 


No joke! An old mail scale can get stiff, tough, 
tired, or lackadaisical. It may overweigh and 
waste postage. (An extra 4c stamp on only eight 
letters a day loses almost $100 in a year.) Or it 
may underweigh, and letters arrive ‘Postage 
Due’’—to the annoyance of the recipients. And 
the loss of good will for your firm. 

Play it safe, with a Pitney-Bowes mailing scale. 
Precision made to U. S. Bureau of Standards 
specifications, and used by the U. S. Post Office. 
The automatic pendulum mechanism remains 
true, exact, for years. The big hairline indicator 
registers fast and true, doesn’t waver or make you 
wait. The large chart markings are easy to read, 
make mailing faster, easier, help avoid errors. 

Eight PB models to choose from, including 
two for parcel post. Ask any Pitney-Bowes 
office to show you the scale for you. Or send 
coupon for free illustrated booklet. 


FREE: Handy desk or wall chart of latest postal rates, 
with parcel post map and zone finder. 


| PITNEY-Bowes, INC. 
3492 Walnut Street, Stamford, Conn. 
| Send free booklet (J rate chart T] 
ING SCALES 
M Al lL | Name 


Made by the originator of the postage | Address 
meter... 149 offices in U. S. and Canada 


For More Information Circle No, 392 
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Does 
more 
for 
you because it does more electrically ... that’s the new 
, precision-built Olympia SGE-21 Electric Office 
Typewriter... with more electrified functions than any other 
electric typewriter on the market today! 


Electrified functions on the Olympia SGE-21 include...the keys 
—carriage return—space bar—5 automatic repeater keys—line 
spacing—tabulator set and clear keys—back space key—shift and 
segment lock keys—and a carriage interruptor key! 


In addition the SGE-21 features such outstanding Olympia typing 
aids as... interchangeable carriages in three sizes 13’—15’—18"— 
automatic paper injector-ejector—vertical half-spacing—correcting 
space bar—aligning scale—and impression regulator. 


The result is a superbly engineered electric with every advanced 
new feature designed to provide the ultimate in responsive action— 
simplicity of operation—and superior results. For a demonstration 
check the Yellow Pages for name of nearest dealer. 


Olympia Division, 

Inter-Continental Trad- 

ing Corporation, 90 West 

Street, New York 6, N. Y. 

, In Canada: Olympia Business 

For More Information Circle No. 386 Machines Co., (Canada) Ltd., 25 
Mobile Drive, Toronto 16, Ontario. 





PHOTOCOPIER 
Photostat Corp., 1001 Jefferson Road, 
Rochester 3, N. Y., 
copier with Ready-Pak developer cartridge 
to eliminate mixing and pouring chemi- 


cals, Cartridge also conserves developer by | 
returning it to air-tight container at the | 


flick of a lever when the copier is not in 


use. The 909 produces high contrast black- 
on-white copies from any type of original 
up to 9” wide by any length. It copies 
all colors. Reproductions are permanent 
and unaffected by heat, light or humidity. 
For More Information Circle No. 114. 


SHELF FILE LABEL HOLDERS 


Charles C. Smith, Inc., 413 Exeter Ave., 
Exeter, Nebr., announces shelf file label 
holders for use in a vertical position. 
Labels can be conveniently read horizon- 


tally. Existing pressboard guides and file | 


folders can be used when converting to 


shelf filing by applying these label holders | 
to sides of guides and folders. Holders re- | 
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USED or ABUSED 
SURFACES 


uew in Minutes! 


Now!...SPRAY ON a 
wrinkle finish you 
can feel as well as see! 


In minutes, without specialized or ex- 
pensive equipment, you can restore 
the same rich-looking wrinkle finishes 
[that are baked onto 
, the most expensive 
machines, appli- 
ances and electronic 
equipment. Take 
your choice of nine 
quality colors and 
textures for easy 
touch-ups or com- 
plete refinishing 
jobs. Easy to use; 
dries in less than an 
hour to a hard, du- 
esis finish. 


PLLBRON?S 


See your local paint dealer or write: 
ILLINOIS BRONZE POWDER CO. Chicago 16, Ill 
For More Information Circle No. 260 


“Om Sia sam seer Bod 


Exehu sive 


Wrinkle 
nish 
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SYVTROM 


VIBRATORY 
BUSINESS FORM 


JOGGERS 


—ease all 
your paper 
handling jobs 


Syntron Business Form Joggers increase paper handling 
efficiency at every operation—preparing mail for opening, 
aligning invoices, punch cards, statements, cancelled 
checks, salesmen’s reports, and other office materials. 
Eliminate slow manual jogging, speed office work by the 
use of simple vibration rheostat controlled for easy, 
instant adjustment. 

Simplicity of design assures long dependable service life 
with very low maintenance. 


Syntron Business Form Joggers are fast (3600 vibrations 
per minute), efficient, and effective—tilting rack model 
available with two, three, or four bin dividers. 


Write for detailed information today. 


For More Information Circle No. 262 


main firm on divider materials, but can 
be adjusted easily to any position. Wide 
label inserts take five typewriter spaced 
lines. Available in two sizes: 3” long by 
1” wide and 2” long by 1” wide. Labels 
come in perforated sheets for easy typing. 
Plastic label protectors are furnished with 
the holders. For More Information Circle 
No. 150. 


HORIZONTAL CAMERA 


M. P. Goodkin Co., 112 Arlington St., 
Newark 2, N. J., announces the Horizontal 
24” process camera for line and halftone 
negatives, Gevacopy negatives and Ekta- 


| lith transfer paper up to 20” x 24”. Full 


size newspaper copy can be photographed 
in any direction, while 8%” x 11” jobs 
can be shot four-up. A _ special Goerz 


lens provides a 3x to % enlargement- 
reduction range. Can be used inside dark- 
room or installed so focal plate is inside 
and copyboard projects outside. Chain 
and sprocket drive moves lens and copy- 
board platens over rack and pinion track 
| system. Calibration controls are at the 
| focal plate and alongside track, allowing 
| adjustments from within or without the 
darkroom. Six 3200 Kelvin color-corrected 
300-watt lamps, in reflectors which rotate 
360°, travel with copyboard, providing 
| even illumination throughout entire en- 
| largement-reduction range. Lamp housings 
are air-cooled. The Horizontal 24” comes 
| complete with stand and vacuum back, 
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appro ved’ 


|_ 4 


wastebaskets look better, last longer! 


Contemporary design fashioned from rugged armored fiber glass— 
key to Fiberlite’s new look that lasts! This material laughs 
off strong caustics ... cleans easily . . . won’t stain, rust 
or leak. And pigmented all the way through for per- 
manent color. It’s next-to-impossible to chip or 
scuff. Dress up your office with Fiberlite 
. in decorator colors to match. 
*See your G/W dealer for 
the complete line of ‘‘Secre- 
tary Approved” office 
accessories or 


write us direct. 


THE GLOBE-WERNICKE CO. Dept. X-12. 
NORWOOD, CINCINNATI 12, OHIO 


For More Information Circle No. 380 
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SPACE 
UNLIMITED 


For your 
Records 


NO SHELVING NEEDED! 
STAXONSTEEL employs an 
engineering principle to combine 
the strength of steel with the 
economy of corrugated board. 

The steel supporting frame gives the 
drawer equal support front, back and 
sides. For long term economy there is 
no better record storage drawer 
than STAXONSTEEL. Five standard 
stock sizes available. 


Send for FREE **Manual of Record Storage 
Practice’’ telling you how long to retain or 
destroy business records PLUS our com- 
plete catalog of Special Record Storage 
Filing Equipment. 


* Record Storage Specialisis Since 1918 
(OTN 


“he BANKERS BOX COMPANY 


. 25th Avenue, Franklin Park. Ill. 


9pvut Dept. OF-12 | 


Please send, without obligation, my FREE | 
manual of Record Storage Practice PLUS | 
new, complete product catalog. 


Your Name 





(Please Print Plainly) 


Company 





(Please Print Plainly 


Address. 





Postoffice_ State 


For More Information Circle No. 269 
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| pump and motor, and is only 72” long. 


A smaller model, the Horizontal 18”, 
will expose, inside or outside of dark- 
room, line and halftone negatives, Geva- 
copy Rapid negatives and Ektalith trans- 
fer paper up to 14” x 18”. For More In- 
formation Circle No. 164. 


PAPER SHREDDER 


Industrial Shredder & Cutter Co., 
103 Mill St., Salem, Ohio, announces 


| addition of a window which allows safe, 
| constant, 


visual inspection of the shred- 
ding action while machine is in operation. 
The window can be removed quickly by 
the turn of a knob for removal of any 
stray shreds and to clean the rollers of . 
dust or foreign matter. Unusual situations, 
such as improper feeding of tramp mate- 
rial, can be corrected immediately. The 


Auto-Shred is designed for automatic use 
in offices for efficient and safe destruc- 
tion of confidential materials. It is fully 
automatic in operation and loads up to 
100 sheets of paper at one time in the 
feed hopper. Will handle any type of paper 
in any length and widths up to 10”. It cuts 
pins, paper clips and staples without dam- 
age to shredding discs. Geared drive pro- 
vides added power for cutting heavier pa- 
pers, and allows using a standard % hp 
motor which can be plugged into any 115- 
volt AC outlet. Housed in a _ sound- 


Tue Orrice—December, 1961 














The first impression a letter 
makes on a customer or prospect 
determines its position in the 
pile... on top, or buried and 
forgotten. To make sure your 
company correspondence stays 
on top for decisions that mean 
action, ask your printer or paper 
merchant about new Parsons 
King Cotton Bonds, the prestige 
papers for business. Let your 
printer know your needs . . . 
time correspondence should last, 
prestige impression desired, 
corporate watermark importance, 
design and color requirements. 
You name it and your printer 
can supply the answer to keep 
your company on top with new 
styles, new whites and new King 
Cotton Bond Papers by Parsons. 


org 
r = Extra 
HAMPDEN BOND 
OLD P On of Som 


YOURS: Outstanding PARSONS BOND @ 100% 
Letterhead Design Port- : : ; L’'ENVO! @ 100% 
folio — created by the a ; : ; 

Advertising Design De- Pe LACONIA BOND A 75% 


partment of world- ne EDGEMONT BOND @ 50% 


famous Pratt Institute - 
on Parsons King Cotton j : HERITAGE BOND @ 25% 


Busi i : 
on your bonnes bierhesd eign Ole by RASABLE BOND @ 25% 
for Portfolio Number 132 




































































NATIONAL VULCANIZED FISRE COMPANY 
PARSONS PAPER DIVISION HOLYOKE, MASSACHUSETTS 


For More Information Circle No. 388 
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COMPUTER | 


RIBBONS 


RE-INKED 
1403 Chain Printer 
Univac * RCA 50! 


PRICES ON REQUEST 
H. M. STORMS COMPANY 


561 Grand Avenue, Brooklyn 38, N. Y. 














For More Information Circle No. 273 


‘See 
HELLER ROBERTS 


@ ROBERTS Numbering Machines 
© AMERICAN Perforators 

@ HELLER Staplers, Tackers 

@ FASFORM Formed Wire Products 


BROOKLYN, N. Y. CLEVELAND, O. 
For More Information Circle No. 274 


BOTTOM LINE 
CARD HOLDER 


Controlled Front 
Feed Stop Gives Pre- 
cision Alignment 
For fast, accurate 
typing of bottom line 
index on all visible 
cards 
10 Card sizes— 
$2.00 to $2.45 


PALSON MFG. CO. 
280 Main St., Worcester 2, Mass. 
For More Information Circle No. 275 


Your Stationer has SORTKWIK or 
will stock it for you. Only 50c each, 


For More Information Circle No. 276 
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| Venus Ball Pen-cils. 
| fine and Eraser-tipped Ball Pen-cils are 


proofed reinforced fiberglass case, it is fur- 
nished as desk model (illustrated) or with 
matching, enclosed, portable stand contain- 
ing a large aluminum bin for holding ap- 
proximately seven wastebaskets of shred- 
ded material. For More Information Circle 


No. 121. 


BALLPENS 


Venus Pen & Pencil Corp., 50 West 44th 
St., New York 36, N.Y., reports that 


| office managers and purchasing agents can 


test, without buying, three special-purpose 
Reproducing, Super- 
three- 


included without charge in the 


| dozen package of Venus Ball Pen-cils. 


j 
|) VENt 4 
} ball PEN - oil" 


\ \ 
\y EN _ 4 A 
velvet 


b all PED N- ot | 


\ So Sc 


2% 3 


¢. ENUS 
qe -| 
ie PES N- cil’ 


| The test Pen-cils are visible so they can 
| be removed for distribution to proper de- 


partments for trial. Reproducing Pen-cil is 


| for work on all reproducing machines; 


Super-fine is for auditors, bookkeepers, 
stenographers and people who like fine 
points; Eraser-tipped is for general writ- 
ing. All Ball Pen-cils have the Venus 
camel or super-camel patented ink car- 
tridge for more writing mileage. For More 
Information Circle No. 127. 


PAYROLL TAX CHART 


Colonial Pay Systems, 199 Lafayette St., 
New York 12, N. Y., offers an inexpen- 
sive tax chart for rapid, “at a glance” 
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| ant emanal Bones 
# 


‘ 
eaguust 
ts 


If you are still using Pen and Ink Bookkeeping 
methods, here is an unprecedented no cost, no 
obligation opportunity to post Accounts Receiv- 
able FREE for thirty days on the compact, inexpen- 
sive Monroe President. Discover exactly how much 
money this accounting machine can save you... 
without spending a penny. 

We are so certain that the Monroe President can cut 
your accounting costs that we are willing to make this 
unprecedented offer: 

’ Use the Monroe President to post Accounts Receiv- 
able —for thirty days—at no cost or obligation whatso- 
ever. Free of charge, Monroe will supply the machine, 
the forms, the instruction necessary to transfer bal- 
ances. Your operator can go on from there without a 
hitch. At the end of the month, decide whether or 


not the President c2 save you 
money. If so, keep it. We'll simply bill 
you its low purchase price. If not, call us. 


PF wer pick it up and thank you for trying it. 


Take advantage of this offer today. Simply fill in, tear 
out, and mail this coupon to us. 


MONROE [i 


Gentlemen: 0-12 

Please deliver the Monroe President to my office for a FREE 
thirty-day trial. You understand, of course, that | assume no 
obligation to purchase nor to pay for the use of the machine. 





Name. 
Title, 
Company. 
City. 











State. 














GENERAL OFFICES: ORANGE, NEW JERSEY, A DIVISION OF LITTON INDUSTRIES + SALES AND SERVICE THROUGHOUT THE WORLD. 


For More Information Circle No. 374 
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FLO-RITE continuous forms assure 
@ Perfect Alignment of all inter- 
leaved forms 
@ Faster typing 
@ Easier separation 
The FLO-RITE tissue weight 
clasp embedded in each set of 
forms holds carbons and inter- 
leaves in positive position—they 
cannot get out of alignment. 
F .O-RITE forms cost no more! 


Write for free FLO-RITE samples 


AUTOGRAPHIC REGISTERS 


A complete line of reg- 

isters are made in a 

wide variety of 

sizes and designs 

— both manually 

and electrically 
operated. 


Write for complete Register 
Catalog H.A.R. 


THE HAMILTON 
AUTOGRAPHIC REGISTER COMPANY 


Hamilton, Ohio 
For More Information Circle No. 259 
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reading of federal withholding and FICA 
(social security) taxes. It has tax figures 
for weekly wages from $12 to upwards of 
$200 and figures for both taxes are quickly 
visible in a single space less than 1” wide. 
Changes for 1962 include the new FICA 
34%&% rate. Available with clear plastic 
cover, it retails for $2.25; $1.50 without 
cover. For More Information Circle No. 
149. 


TUB FILE 


Clarkson Co., 724 Desnoyer St., Kau- 
kauna, Wis. announces the Pro-File low- 
cost tub file, shipped completely assembled 
with 75 file envelopes 17” wide x 22” deep, 
ready for use on arrival. Cabinets are fin- 
ished in office gray, have reinforced multi- 
wall construction, permanent suspension 
rails, detachable cover and flush handles 
for easy mobility and stack storage. File 


envelopes are M.G. super-strength, hi-glaze 
northern kraft in golden tan. Each en- 
velope is laminated to a sturdy die-cut 
handle and hanger. Handle suspension bar 
allows free hanging in Pro-File cabinet or 
hanging file envelope on suspended rod, 
for either application. Self-adhesive identi- 
fication labels are furnished for the 75 
envelopes. Pro-Files completely assembled 


| are $27 each postpaid. For More Informa- 


tion Circle No, 115. 
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Kodak’s $99.50 Verifax Bantam Copier, Model A, 
makes 5 dry copies from one Magic Matrix in a minute. 


macicy <MATRIX gives you the extra copies 
you need for less than 1’each! 


Here’s how you cut your copying costs as 
much as 50%. Cost of the first Verifax 
copy—including sheet of Magic Matrix— 
is less than 914¢. But each extra copy made 
from same Magic Matrix—and you get at 
least four—costs less than 1¢! And all these 
copies are dry, easy to read, complete! 
Get handy Copy-Cost Computer Set 
showing your savings with Magic Matrix 
and on-the-spot Verifax Copying. 
Price quoted is manufacturer’ s 
subject to change without notice. 


[erifax ‘Copying 


DOES MORE... COSTS LESS . . . MISSES NOTHING 


suggested price and 


FREE — Mail coupon for_ 
Computer —< 
Set to: E e: : 


Eastman Kodak * Ses 

Business Photo Methods Division 
Rochester 4, N. Y. 

O Check if you have a Verifax Copier. 


Name 





Company 





Street 





City State 


eeeeeeveeeeeeeeeeeeeeeeeeeene 





For More Information Circle No, 375 
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MA be LAA 


TYM-an-DATER 


Pei gey lV Vile 
TIME STAMP 


e DEPENDABLE 
e ACCURATE 
e FAST 


Exclusive, Geneva-geared drive for accurate 
time wheel placement. Heavy cast iron frame 
and case for utmost siability. Heavy duty Tele- 
chron motor. Feather-touch, internal trip switch 
for the lightest paper.—Assure you the finest, 
fully automotic time stamp. Available with or 


without visible indicating clock. 


/ THE 


S TIME RECORDER CO. 


1733 CENTRAL AVE. 
CINCINNATI 14, OHIO 


For More Information Circle No. 280 
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| top 
| Drawer cabinet has a smooth plastic wal- 
nut finish on four sides to match top. Two 
| drawers (20” wide, 742” high, 

_ have brassplated metal handles. 





DESK & CHAIR 


Howell Co., 434 South First St., St. 
Charles, Ill., announces an Encore desk 
with 20” x 48” walnut woodgrain plastic 
in choice of three walnut shades. 


18” deep) 
Drawers 


may be on right or left side. Storage shelf 
18” x 24” below top for books and maga- 
zines. Square tubular %” legs in choice of 
satin chrome, bronzite and walnutone 
metal finish are welded together with cross 
braces. Sculptured seat desk chair A220 
has molded plywood seat cushioned with 
layer of polyfoam, upholstered in choice 
of Naugahyde colors and screwed on 
square tubular frame. Solid walnut arm- 
rests harmonize with desk. The Encore 
group with square tubular frame includes 
many styles of upholstered armchairs, side 
chairs, stacking chairs, benches and tables. 
For color brochure No. 25, Circle No. 
129. 


REINFORCED DRILLED PAPER 


Kimberly-Clark Corp., Neenah, Wis., 
has added two grades of sulphite paper 
with Mylar polyester film reinforced bind- 
ing edge: Kimberly bond, and Paragon L 
duplicator paper, both white, Sub. 20. 
Energy bond is now made with a rein- 
forced binding in white, canary, pink, blue 
and green. Sheets are 842” by 11” with 
standard three-hole punching and square 
corners. For More Information Circle 
No. 106. 
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NOW 


BE: AMERICA'S FINEST BX 
TYPEWRITER RIBBON 


WLW) WRU Le 


SUPER:-KEMLON 
IS AVAILABLE FOR 
THE AMAZING NEW 


IBM SELECTRIC! 


¥ FRANKEL LEADS THE INDUSTRY — 
by proudly announcing the development of this extraordinary 
typewriter ribbon for the amazing new IBM Selectric. 


i AMAZING CLARITY OF WRITE— 
now for the new IBM Selectric typewriters, Klean Write Super 
Sheer, Super Kemion ribbons to write sharper and clearer than 
ANY other typewriter ribbon—cotton, silk, Mylar or carbon! 


PAMAZING MIRACLE FABRIC— 
those who use the new IBM Selectric will prefer the ribbon that 
wears LONGER than ANY other ribbon on the market! The 
miracle fabric is treated with a unique chemical which permits 
the ribbon to absorb more ink—and last longer. 


i AVAILABLE IN ALL COLORS-— 
The Super Kemion Selectric ribbon comes in any color or com- 
bination of colors for both record and offset inking (offset ribbon 
in black only). 


SEND FOR YOUR TRIAL ORDER TODAY! 
Klean Write Super Kemlon Selectric Ribbon, 18 yd. length... 
$25.00 per dozen (retail price). Dealer prices quoted on request. 


FRANKEL MANUFACTURING CO. 


285 RIO GRANDE BLVD. / DENVER 23, COLORADO 





Pe eeees ee eCeSeeeEH 28820885 


FRANKEL MANUFACTURING CO. 
285 Rio Grande Boulevard « Denver 23, Colorado 
Please send me a trial order of Klean Write Super Kemion Ribbon. If | am not 


completely satisfied within 30 days | will return the unused ribbons and 
receive full credit 


DOZEN COMBINATION OF COLORS 
NAME 
FIRM NAME 


ADORESS 


city ZONE STATE 
i as ee eee eee eee eee ed 


For More Information Circle No. 399 
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curtis-young 
‘makes and sells 
copying papers 
for your 

© office needs... 


re 


“ 
CARTIS-VOUNG j 
' St Tbe 


YING PAPERS. 


CARBON PAPERS for Typewriter, Pencil, Billing Accounting, Plastic Carbon, Orange and Yellow 
Transfer Carbon, and Carbon Rolls; CARBON COPY SETS; PHOTOCOPY PAPERS—For diffusion 
transfer process; SPIRIT CARBONS; MASTER UNITS; PRINTED MASTER FORMS; DUPLICATOR 
PAPER; HEKTOGRAPH CARBON; ... papers in all weights, sizes and finishes. 





Specialists In: Supplies for Liquid Process Duplicating « Master Units ¢ Spirit Carbon ¢ Printed Masters 
e Copy Paper ¢ Duplicating Fluid ¢ Photocopying Machines ¢ Photocopy Papers & Chemicals and 
Miscellaneous Supplies ¢ Carbon Papers ¢ Inked Ribbons of every Description 
e Also makers of the Famous Copy-Right and Stand-By Copyholders 

For More Information Circle No. 376 CURTIS-YOUNG 


COPYING PRODUCTS THAT REFLECT YOUR GOOD JUDGMENT—SINCE 1895— 110 WEST 18th ST.. NEW YORK 11, WN. Y. 





GLASS TINTING AGENT 


Sun-X International, Inc., Box 6565, 
Houston 5, Tex., offers a folder describ- 
ing the uses and specifications of Sun-X, 
glass tinting material manufactured by Du 
Pont. The folder describes, through use 


of pictures, how Sun-X is applied to exist- 
ing glass areas and reveals extent to which 
it reduces the transmission of heat, fade 
and glare. 


For a copy, Circle No. 169. 


FILING GUIDE 


Globe-Wernicke Co., Dept. GWS-1, 
Cincinnati 12, Ohio, offers a booklet “33 
Ways To Organize Your Record Keeping 
System to File Accurately; Find Quickly,” 
which contains helpful hints for the ex- 
perienced office manager as well as for 
the novice record clerk. In question and 
answer form, the booklet shows the reader 
step-by-step how to set up a filing system, 
and suggests ways to improve existing 
filing systems. For a copy, Circle No. 171. 


STORAGE PLANNING GUIDE 


Frick-Gallagher Mfg. Co., Wellston, 
Ohio, offers a 48 page catalog No. 720 
which serves as a guide for selecting 
space-saving, cost-cutting storage equip- 
ment for industry, warehouses, institutions 
and business. It contains descriptions, 
illustrations and specifications for the com- 
plete line of equipment for storing every- 
thing from the smallest parts to palletized 
loads, also provides information on stor- 
age planning. Illustrations include photo- 
graphs of Rotabins, bulk storage Rota- 
bins, Klip-Bilt boltless shelving, standard 
parts bins, carton and bulky parts racks, 
pallet and heavy parts racks, Quick-Bilt 
parts bins, and their applications. This 
two-color catalog can be used as a guide 
to lay out an efficient new storage area 
or to plan a revision or expansion of 
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present facilities. 
177. 


For a copy, Circle No. 


PAPER SHREDDER 


Michael Lith Sales Corp., 145 West 45th 
St., New York 36, N. Y., describes its 
Destroyit two-way paper shredder in a 
two-color brochure. There are four 
models: No. 1 MM gives shreds of 3/64” 
and costs $395; No. 2 MM gives 3/32” 
shreds, costs $295; No. 4 MM gives 3/16” 
shreds, costs $295; No. 6 MM gives 4” 
shreds, costs $295. The Destroyit has one 


vy <Re ? 
a 5 the only two-way 
P~ BPS coy && office paper shredde 


2: 208, sedi 
ho nt toes a te 


iS DAY FREE TRIAL 


door for average shredding, using the re- 
movable bin. There is a second door that 
can be opened for bulk shredding. Model 
6 MM will destroy over 125 lbs. of paper 
or card stock in one hour. Cutting mech- 
anism and motor operate on ball bearings 
enclosed in an all-metal housing. Paper 
clips and staples do not damage the mech- 
anism. Machine rides on casters and can 
be easily moved. For a copy, Circle No. 
181. 


OPTICAL SCANNING 


Farrington Electronics, Inc., 7019 Edsall 
Road, Alexandria, Va., offers a 12-page, 
two-color brochure describing its optical 


165 





scanner. Explaining how the machine 
works, it tells what and how it reads, 
explains its programing and gives sug- 
gestions for making the best use of scan- 
ners. The booklet is illustrated with 
photographs and drawings. For a copy, 
Circle No. 178. 


ELCTRONIC COMPUTER 


Bendix Computer Div., 5630 Arbor 
Vitae St., Los Angeles 45, Calif., offers 


a revised 19-page booklet describing the 
G-20 computing system. Included is 
a description of the DC-11 Data Com- 
municator which has increased the work 
capacity of the system four times. The 
DC-11 relays data between the G-20 mem- 
ory and input/output devices. Diagrams 
illustrate various systems for the G-20 and 
an explanation of programing and com- 
mand structure, including examples, is pro- 
vided. For a copy, Circle No, 183. 


STENCIL 





| DUPLICATING 





‘ ee 


scr eperennenenREErenrURERREEN 


AVERY 


' The original self-adhesive, pin-feed labels for data pro- 
cessing use. 1. Self-adhesive — four times easier to 
apply. 2. Precision die-cuts — just peel and press in 
place. 3. Pure white, smudge-proof stock — looks 


TABULABELS ES 


| SUPPLIES 

Milo Harding 
Co., 500 Monterey 
Pass Road, Mon- 
terey Park, Calif., 
illustrates Tempo 
Pink stencils in 
color in Catalog 
4113. In addition 
to Tempo Geha 


better, never smears. 4. Clean punched pin-feed holes 


t 


— no “confetti”. 5. No bent edges or “dog-ears”. For 


addressing, filing, coding and countless other uses. 


| WRITE TODAY FOR FREE SAMPLES 


Avery Label Company —A Division 
of Avery Adhesive Products, Inc. 
. California Ave., Monrovia, California 


is 





For More Information Circle No. 279 


STENCILS 
INKS 


STENCIL 
DUPLICATORS 


| paste ink stencil 
duplicators in a 

special center fold- 

er, nearly 400 

| products are de- 

| scribed or _ illus- 

| trated, including a 

@ | choice of over 100 
| stencils for every 
duplicator and pur- 
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@© 1961 OVAL mcBEE 


GET YOUR SALES REPORTS WHILE THEY'RE STILL FRESH...WITH 
A LOW-COST ROYAL McBEE SYSTEM TAILORED TO YOUR NEEDS. 


Up-to-date sales information—in time to do something 


about it. What's the data on your latest sales? Is busi- 


ness volume hitting its potential — by product? By 
customer? By division? By territory? And what about 





Adaptable to the needs of any size business. We don't 
sell you a system. We develop the system that you need 
For over 50 years, our representatives have been 
solving business problems with flexible Royal McBee 


distribution? Is it spotty...or good? Get ® equipment. Your Royal McBee man will 
your sales facts while they're still perti- _be glad to discuss a low-cost system 


nent—with low-cost Royal McBee systems. 
Analyze your sales reports while they're 
still fresh enough for decisive action. 


SPECIALISTS IN BUSINESS MACHINES 


ROYAL McBEE CORPORATION °2° Third Avenue, New York 22, N. Y. 


tailored to your needs. Why not call him? 
Or write to Royal McBee Corporation, 


For More Information Circle No. 201 
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You Get Things Done With 
Boardmaster Visual Control 


noc 
ig 8 


aes 
ae 








yy Gives Graphic Picture of Your Operations 
—Spotlighted by Color 

vy Facts at a glance —Saves Time, 
Money, Prevents Errors 

vy Simple to operate—Type or Write on 
Cards, Snap in Grooves 

vx Ideal for Production, 
Scheduling, Sales, Etc. 

yy Made of Metal, Compact and Attrac- 
tive. Over 500,000 in Use. 


Full price $4950 with cards 


gg 


Write for Your Copy Today 


GRAPHIC SYSTEMS 


Yanceyville, North Carolina 
For More Information Circle No. 335 


3 PHON PROBLEMS 


SOLVED 
1. Safeguarding privacy. 
2. Quieting the office. 
3. Better hearing—noisy places. 


HUSH-A-PHONE 
Model for all types 
of phones and dic- 
tating machines. 

Write for Literature 
HUSH-A-PHONE 


72 Madison Ave. 
New York 16 


Saves 


Traffic, 


Inventory, 





























for More Information Circle No. 344 
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pose. Tempo and Jetdry paste and liquid 
inks in black and colors for every make 
of stencil duplicator are also fully de- 
scribed. Other products include Tempo 
Scopes and stencil art tools, Tempolith 
mechahical negatives, and other supplies. 
For a copy, Circle No. 175. 


TAX ACCOUNTING 


Charles Bruning Co., 1800 W. Central 
Road, Mt. Prospect, Ill., offers a 16-page 
booklet, “Time Saver for Tax Account- 
ants,” a quick reference guide to the latest 
ideas for work reduction in preparation 
of tax returns and schedules. It describes 
in detail various types of work-saving tax 
schedules and forms, copying equipment 
and related items, all geared to speeding 
tax work. For a copy, Circle No. 122. 


OFFSET PRESS 


American Type Founders, ong. 284P, 
200 Elmora Ave., Elizabeth, N. J., offers 
an eight-page booklet describing the ATF 
1015 Offset Duplicator. It is a compact, 
low-cost office duplicator designed for 
direct image typing or halftone reproduc- 
tion of black and white or color work. It 
will accommodate stock from 3” x 5” to 
10” x 15” and from 11 Ib. bond to gov- 
ernment postcard (.008) in weight. For a 
copy, Circle No. 180. 


FILE INDEX INSERTS 


C. J. Aigner Co., 426 S. Clinton St., 
Chicago 7, Ill., offers an accordion-fold 
brochure incorporating an actual sample 
of Aico index inserts. The brochure chal- 
lenges typists to a 30-second test to show 
how the insert cuts typing time in half. 
In addition, it illustrates the wide range 
of insertable indexing products which may 
be used in conjunction with the inserts. 
For a copy, Circle No. 168. 


WHITEPRINTER 
Ozalid Div., General Aniline & Film 


| Corp., Johnson City, N. Y., offers a four- 
| page bulletin describing and _ illustrating 
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You Must See t-76 Believe [4/ 


TO-DAY’S BEST 
DICTATING MACHINE VALUE! 


SAVE “= *140 


as compared with Similar 
or Comparable Machines 


QUALITY!!! 
UNCONDITIONALLY 
GUARANTEED—1 YEAR 


Including both LABOR and PARTS 


USE THIS REX RECORDER CHECK LIST TO PROVE YOU GET MORE FOR YOUR DOLLAR 


Machines You 
You Hove 
Use Seen 


Ss 








REX EXCLUSIVE 


LOADING Disc Loading—Lightning Fast—No Other So Fast 








INDEXING 


REX EXCLU SIVE—Roll Tape Tear Off—Automatic Marking 








PLACE LOCATION 


REX EX¢ SLU SIV E—Instantaneous—Locate even a single word 








MICROPHONE RE\ REVIEW 





MICROPHONE CO CONTROL 


Unlimited—Go “Back” Word, Phrase, or Sentence 





__ Dictate, Listen, Return on Mike 





TWO-IN-ONE USE 





CONSTRUCTION 


‘Two W ay Use—Dictate with a Mike, Transcribe with head set and 
? 


pedal on same machine (slight extra charge for 2 way kit) 





REX EXCLUSIVE—Pre-Grooved Disc Makes for Greatest 
Simplicity, Least Number of Parts 








SOUND QUALITY 


No Background Noise—Highest understandability 








LIFE OF DISC 


EXCLU SIVE —Long L ife—Same RexI Discs have been in use for 10 years 








ECONOMY 


Magic Eraser Wipe- Off, Results in a clean disc for each use 








CONFERENCE 


Record a W /hisper ora Roomful of “Conversation 











TELEPHONE 





DISC IN FOUR COLORS 





ON-OFF BUTTON 








BUILT-IN SPEAKER 


Pe rfect Telephone Recording 


"REX EXCLUSIVE—Ideal for Work Separation—Rush Dictation 


~ REX | EXCLU SIVE—Turns off current, disengages all "drives 
(the only machine NOT workieg when you are NOT using it). 
Adds 2 years to normal lifetime 


~ REX EXCLUSIVE—Switch for Private Mike ¢ or t Room Vv olume _ 
Playback. (Secretary can also transcribe without use 
of head set.) 























National Distributors ADM Business Machines 


PAS Do AMERICAN DICTATING 


MACHINE COMPANY, INC. 
Exclusive Franchises available for Select Qualified Dealers 


KEX: ‘Re Cc ORDE lad 


51 West 45th Street * New York 36, N. Y 


For More Information Circle No. 398 
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design and operating details of the latest 
model Streamliner 400, Ozalid’s 42” ca- 
pacity budget-priced whiteprinter. De- 
scribed is the jet injection developing sys- 
tem that insures even distribution of va- 
pors along the entire length of the de- 
veloping unit, and the splash-proof design 
that eliminates streaking, guarantees dry, 
immediately-usable copies. A  cross-sec- 
tional diagram shows Oczalid’s exposure 
unit in which 21 matched printer belts 


maintain tight contact of the original and 
copy across the entire width of the 6” 
diameter exposure cylinder. For a copy, 
Circle No. 170. 


DATA PROCESSING 


Friden, Inc., Promotion Planning Dept., 
97 Humboldt St., Rochester 2, N. Y., 
announces that, redesigned and enlarged 
with additional data processing applica- 
tions for its sixth edition, “IDP Products 





Waiting for the mail 


permits rest & recreation! 














Anything to pass the time! Until 
the mail is opened and distributed in the 
morning, work doesn’t really start in 
most offices. Which is why a MailOpener 
is such a good investment in even a small 
office—in time saved, and an earlier start 
for the business day. 

e@ A MailOpener snips a hairline edge 
off an envelope, leaves contents intact. 
Opens big or little envelopes, any weight 
of stock. Faster, neater, more efficient 
than opening mail by hand. 

e@ Three models: LH, hand ‘operated; 
LE, electric, semi-automatic, for medium 
mail volume; or the Model LA, electric, 
automatic, high speed MailOpener. Ask 
the nearest Pitney-Bowes office for a 
demonstration—no obligation. Or send 
for free illustrated booklet. 


FREE: Send for handy desk or wall chart of latest postal 
rates, with parcel post map and zone finder. 


Pitney-Bowes 
MAILOPENERS 


Pitney- Bowes, Inc. 
3466 Walnut Street, Stamford, Conn. 


+. originator of the postage meter... 
149 offices in U.S. and Canada, 


For More Information Circle No. 268 
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in Action,” presents 32 pages of systems 
applications involving its tape-operated 
business machines. 


Full-page illustrations | 


and concisely written explanations elimi- | 


the 
work which 
layman, yet 


to understand 
systems 
the 


need 
of 
confront 


nate the 
complexities 
often 


it 


will still serve the specialist as a handy | 


reference. Friden machines, such as Flexo- | 


writer, Teledata, Collectadata, Add-Punch | 


and Computyper are 


order-invoice, data collection, 


shown handling | 
MICR | 


check, insurance policy, and library card | 
preparations, accounting and auditing pro- | 


cedures, and many more. 
Circle No. 173. 


DUPLICATING SUPPLIES 


Repeat-O-Type Stencil Mfg. Co., 153, 
Coffey St., Brooklyn 31, N. Y., offers its 
catalog featuring a complete line of sten- 
cil and spirit duplicating supplies, includ- 
ing the E-Z-C stencil which is carbon 
cushion interleaved for added convenience. 
For a copy, Circle No. 174. 


ELECTRIC STAPLERS 


Staplex Co., 775 Fifth Ave., Brooklyn 
32, N. Y., offers a brochure, “More than 
100,000 Businessmen Can’t Be Wrong... 
You Save Money with Staplex Automated 
Electric Staplers.” Although the S-54 
Model is featured, 12 basic models are 
described. It shows why there are no 
knobs to turn or buttons to push, enabling 
untrained workers to staple at once. Stap- 
lers use standard 44” staples and reload 
in seconds. For a copy, Circle No. 176. 





COMPUTER 


RIBBONS 


RE-INKED 
1403 Chain Printer 
Univac * RCA 501 


PRICES ON REQUEST 
H. M. STORMS COMPANY 


561 Grand Avenue, Brooklyn 38, N. Y. 











For More Information Circle No. 265 
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For a copy, ‘ 


NEW FEATURES 
ENHANCE FINEST. 
FASTEST ERASING! 


TRIG-TEMPERED BRUSH 


Big, springy brush of live, 
(never lazy!) strong 
bristles. Cleanly speed- 
whisks away erasure 
crumbs. No smearing. No 
smudging. 


COLORFUL, TIGHT-GRIP 
BLUE PLASTIC FERRULE 


Prevents "shedding". No 

drop-out of bristles. 
Latest style Graypoint No. 3650 Is so 
new that there wasn't time to photo- 
graph it for this ad, (Last year's style 
illustrated), Modern as the newest 
typewriters, Exceptional, for every sec- 
retary who takes just as much pride in 
her erasing as she does in her typing. 


GET THE POINT 
as you can 
ONLY WITH GRAYPOINT 


Luxury gray rubber core in pencil-like 
wood casing. Sharpens in a pencil 
sharpener, or with a knife—to a point 
that quickly 'picks-out' letters, words, 
sentences, so cleanly that you'll never 
notice the erasure. Won't roll off desks. 
Delight your secretary, save her time, 
by giving her Graypoint Erasers. 


ASK YOUR STATIONER FOR 
WELDON ROBERTS GRAYPOINT ERASERS 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue Newark 7, N. J. 


World’s Foremost Eraser Specialists 


Correct Mistakes in Any Language 


somennopcneneanese: 


For More Information Circle No, 267 
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Code of Business Ethics 


Alpha Kappa Psi Foundation, non- 
profit foundation established by Alpha 
Kappa Psi, national professional business 
fraternity, announced awards for a Per- 
sonal Code of Business Fthics. Eligible 
are students and faculty of schools or 
departments of business, economics or 
industrial management, or their graduates, 
who are citizens of U. S. or Canada. 
Each code submitted must be an original 
composition, not more than 2500 words 
but brevity is desirable, applicable to the 
business student or businessman. Each 
entry should stress those ideals of per- 
sonal and professional business conduct 
to be observed by the individual in order 
that he may be a credit and an asset to 


business, community and nation as a busi- 


nessman and a citizen. Typed entries, 
double-spaced, dated and signed by the 
author with his occupation and address 
should be received by Alpha Kappa Psi 
Foundation, 111 East 38th St., Indian- 
apolis 5, by June 30, 1962. Awards will 
be announced on or before Jan. 1, 1963: 
Ist place, $300; 2nd place, $200; 3rd 
place, $100. 


1962 National Business Show 


The National Business Show at the 
New York Coliseum, June 4-8, will have 
as its central theme, “Copying Machines 
—New Pivot of Greater Business Effi- 
ciency,” according to Robert C. Walter, 
managing director. An institute on copy- 
ing machine applications, problems and 
solutions will be presented by National 
Office Management Assn. Oldest of the 
business machine shows, the National Bus- 
iness Show will be presented in a new 
format as the Administrative Equipment 
& Services Exposition, and will feature all 
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types of business machines and services. 
The institute is co-sponsored by the Office 
Executives Assn., N. Y. NOMA chapter. 


One-Check Payroll Plan 


A service which enables a company to 
handle its payroll with a single check is 
offered by commercial banks, according 
to the American Bankers Assn. Instead 
of getting cash or checks, employees have 
their pay credited to their checking ac- 
counts. Vouchers showing gross pay, de- 
ductions and net pay are distributed either 
by the employer or the bank. Some com- 
panies make full utilization of the bank’s 
payroll processing facilities for a set fee. 
More common, however, is for the com- 
pany to send a payroll check with payroll 
cards or list of employees and other neces- 
sary information to the bank which credits 
employees’ accounts without charge. All 
personnel need not participate in the plan. 
Some employees prefer being paid as be- 
fore, or employers may use the plan for 
only certain groups of employees. Em- 
ployees who wish to keep their checking 
accounts at a different bank can write a 
check against their account at the payroll 
bank and deposit it in their own bank. 


Navy Tests EDP for Payroll 


The Navy is testing the NCR 390 for 
payroll work. Only one human operation 
is needed to process a Navy pay record 
which now requires many manual opera- 
tions. Norwood P. Cassidy, assistant 
controller of the Navy, launched the 
test at the Anacostia Naval Station and 
tests also are being made at the Phila- 
delphia disbursing office. Equipment will 
periodically provide every man with a 
financial statement showing base pay and 
amount added or deducted for allotments, 
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New Royaltyper™ turns out personalized form letters all by itself 


No matter how large your mailing is, the Royaltyper 


types every letter in a completely personalized way: 
in address, salutation, typing quality, even to per- 


sonal references in the body of the letter. 

Royaityper is a typewriter 
one. It’s automated 
All a typist has to do is type the first letter on its reg 


but a very special 


ular standard typewriter keyboard. This automati- 


cally punches the tape (and frees the operator to do 
other office work). Then the machine takes over . 
at over 100 words per minute . . . all day long. Num 
ber of copies: Unlimited. Speed: 3 to 4 times faster 
than the operator. 


No need to pay the high cost of manual typing. 
Royaltyper does the job for you . . . faster, better, 


does its work all by itself. 


more economically. Get all the facts (and the advan- 
tages) of Royaltyper. Call your nearest Royal McBee 
office, or send us the coupon below. Royal McBee 
Corporation. 


——— EE YG 


To: Royal McBee 

Corporation 

850 Third Avenue 

New York 22, N.Y 
SPECIALISTS IN BUSINESS MACHINES 


NAME 
POSITION 


COMPANY 


Please send me full information on the new Royaltyper | 


ADDRESS 


For More Information Circle No, 277 
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GC PRECISION PUNCHING CAN 
HELP YOU DO A BETTER JOB 
IN THE TAB ROOM 





HERE'S HOW see 


Your tab room will run more smoothly because of what we carefully take 
out of GC Data Processing Forms — the marginal punches. 

GC punches are accurately spaced and aligned. No off-register punches 
to make a form jam or jump the track when a printer is going full tilt. 
With GC there can be no cumulative error or creep as succeeding sets of 
forms run through your machine. 

GC punches are clean and leave no “confetti” behind. Confetti (the 
paper discs that are punched out) can block the transfer of data by getting 
. between the carbon and the form. GC removes the discs as soon as they’re 
punched to eliminate this problem. 

We inspect our forms — and inspect them carefully —to make sure 
that the holes are accurately spaced and in perfect alignment. We take 
similar care with any file hole punching you may require. 

We win friends with our wide selection of paper, too, and with our 
carbons, inks and construction techniques. Write us today for the name 
of the GC Forms representative nearest you. 





DATA Manatee Oy 


PROCESSING ‘ovaneseue Suto. N.Y. 
FORMS . . | 





For More Information Circle No. 400 
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taxes, housing and over 50 similar items. 
Previously, Naval personnel did not get 
this breakdown unless they requested it. 
The electronic pay record can be processed 
manually aboard ship as well as by com- 
puter ashore. Approximately 250 orders 
have been received for the 390 computer, 
Robert S. Oelman, president, National 
Cash Register Co., announced. A typical 
system sells for $69,500 and rents for 
$1725 a month. 


Computer Service in Texas 


General Electric’s Computer Dept. will 
open an information processing center 
near Dallas next July to serve Texas and 
the southwest. Clair C. Lasher, depart- 
ment general manager, said the center 
will be on the ground floor of a two-story 
building to be erected four miles north- 
west of Dallas, and will feature the GE 
225 general purpose computer, tape units, 
high-speed document handlers and other 
peripheral equipment. According to Mr. 
Lasher, the center will be first in the area 
to offer MICR for banks and other busi- 
nesses desiring source document input to 
the computer. This is one of six centers 
to be opened by GE during 1962. Others 
will be located in Chicago, Washington, 
Schenectady, N. Y., Sunnyvale, Calif., and 
New York. Two are now in operation 
at Computer Dept. headquarters in Phoe- 
nix, Ariz. 


Computer Users Elects 


W. G. Tower, Smith, Kline & French, 
Philadelphia, heads the Cooperating Users 
Exchange (CUB), an organization of Bur- 
roughs 220 computer users, during 1962. 
Mr. Tower, programing manager of his 
firm’s office operations department, suc- 
ceeds R. C. Lesser, director, Cornell Uni- 
versity Computing Center. Other officers 
are A. P. Jensen, Georgia Institute of 
Technology, Rich Computer Center, At- 
lanta, vice president; and R. E. Keirstead, 
Stanford Research Institute, Menlo Park, 
Calif., secretary. Executive board mem- 
bers are V. E. Whittier, Dow Chemical 
Co., Midland, Mich.; I. J. Werner, U. S. 
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by. Sh. 
National 


Washington, 
First 


Geological Survey, 
and Merle D. Courson, 
Bank of San Jose, Calif. 


Map Philadelphia on Tape 


Philadelphia is using automated record 
keeping to map neighborhood improve- 
ment and urban renewal programs. Rec- 
ords “f some 70,000 buildings already 
are on two rolls of 4%” magnetic tape, 
15” in diameter. Eventually, information 
on all 570,000 Philadelphia buildings will 
be on tape. Data on tapes relate to 
structures’ conformance with housing, 
building, plumbing, zoning and fire laws. 
Commercial, industrial and _ residential 
properties are included, organized accord- 
ing to census tracts, block-by-block. 
Measures of housing quality, and numbers 
of occupants and dwelling units are in- 
cluded for the residences. The tapes, so 
far, chiefly reflect conditions in the cen- 
tral urban renewal area and other older 
sections where inspectors have surveyed 
door-to-door since 1958 to uncover health 
and fire hazards. (See photo on page 56.) 


3) 


A a 


W. A. Faour (left), 


regional manager, 
Smith-Corona Marchant, Inc., gives acting 
Mayor Theodore Stubbs check for $150 


from German workers in SCM’s West 
Berlin plant for Galveston’s hurricane 
relief fund. G. F. Hartwell (right) is 
SCM’s Houston representative. 





STORE’EM 


PRONTO 


Free your expensive files by transferring your 
old records into low cost Prontos and use your 
expensive steel cabinets over and over again, 


20 DIFFERENT SIZES 
a size for every office record 


LETTER ‘ CHECK 
SIZE SIZE 


Find out why top companies everywhere use 
PRONTO STORAGE CABINETS for their old rec- 
ords. Fill in the coupon below and attach it to 
your letterhead . . . We will arrange a Pronto 
Demonstration at your convenience. 


| PRONTO FILE CORPORATION 
| 415 Madison Avenue, New York 17, N. Y. 


| ( Please send me your latest Pronto catalog. 
(0 Have your representative call for demonstration. 





| Name 
| Address 
| City Zone 





State. 





1 
RSS RSRPOSES AS KAS COS Be me 
For More Information Circle No. 299 
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Hints on Printing 


(Continued from page 98) 


It should perhaps be limited to vice 
presidents and those holding equivalent 
or higher rank. 

5. To gain the prestige of engraved 
business cards, without the expense, 
you might resort to engraving the base 
card only. Have a large lot of cards 
die-stamped with the company name, 
address and logotype from engraved 
plates in one or two colors. The name 
and title of the employee is then ther- 
mographed on each lot of cards as the 
individual orders come up. This is less 
expensive than engraving dies for that 
purpose. There will always be em- 
ployee turnover and title changes. Of 
course, you can use completely thermo- 
graphed cards, but perhaps you will 
lose something when you do this. Some 
companies effect a compromise by hav- 
ing fully engraved business cards for 
all executives above a certain level, 
while all other “card carriers” get ther- 
mographed cards. 

6. When you design business cards 
or have an artist design them for you, 
avoid specifying unusual hand-set 
(foundry) type. Stick to machine-set 
faces. Engraver’s pantagraphs cover 
most common faces. If you decide on 
trick type faces it means you must have 
a pantagraph made up specially and 
this may be very expensive. Usually, 
you are the only one who will require 
that unusual face and the engraver may 
find it useful only for your company 
unless he tries to push it into other 
companies. If that presents a problem 
to the engraver, think what it does to 
the poor thermographer whose entire 
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There is only one true test of 
paper — performance! The 
quality of TRIAD is measureable 
in its texture — in the brightness 
of its white — in the 
attractiveness of its spectrum-true 
colors — in its cleanliness and 
close formation. It adds up to 
performance — in smoother 
running and finer reproduction. 





NO. 1 WATERMARKED 


.. inthe new 
‘Zip-O pen’ 
package. 


G ROV ETFO N te Company 


_ GROVETON, NEW HAMPSHIRE 
A note to us on your letterhead will bring you samples plus the name of your nearest dealer. 


For More Information Circle No. 394 





process and low prices are based on 
machine-setting the type for your card. 

7. To order thermographed or en- 
graved business cards and stationery 
you might find it practical to use a 
special order form with check boxes 
and preprinted information for rapid 
fill-in. Have a card layout drawn right 
on the form. It is too costly to write 
separate purchase orders for items of 
that nature, when each order amounts 
to only a few dollars. Blanket orders, 
or contracts, with simple, handwritten 
releases, offer the best method of 
handling such low cost, but high volume, 
purchases. 

8. Personalized memo pads are a 
headache to practically every company. 
They become scratch pads, pure and 
simple. If someone wants his name or 
initials at the top of his scratch pads, 





EVER-SAFE Portable 
Insulated LEDGER FILE 


No heavy lifting of filled trays 


FIRE PROTECTION at point of use. 


Special Features: New Keylocking ‘'T'’ handle 
with 2-point locking. Drawer extends 29!/2"' clear 
of cabinet on extra heavy duty suspensions. Write 
for complete information and prices. 


EVERSAFE CO, °tsicyci2? indians’ 











For More Information Circle No. 361 
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he is doubling or tripling their cost. 
How long does it take to write out your 
name or your initials? Take a look at 
the next such note you receive written 
on a_ personalized scratch sheet. 
Chances are the individual signed his 
name or initials anyway! So why waste 
money on them? Yet few companies 
face up to the situation and absolutely 
forbid personalized memo pads. They 
try to “live” with them. If your com- 
pany takes that easy way out, you can 
minimize the cost of such “frippery.” 
Make the people wait for them until 
such time as pads can be gang-run. 
Standardize the size and color, as well 
as the paper stock so they can all be 
printed at once. Some companies 
eliminate padding and run the job 
from paper offset masters, four-up. 
They furnish plastic holders for the 


Every Secretary Needs a 


America’s finest 
all-around Copy 
Holder. 

Holds a sheet 
or a book. 

Sits firmly on 
desk at reading 


Sample Offer angle. 
Holder & Magnifier ppd. 9.50 
Scotty Engineering Company 
78 First Street, San Francisco 5, California 
DEALER INQUIRIES INVITED 


For More Information Circle No. 362 


Saves time 
Increases accuracy 
Saves your eyes 
Lasts for years 


Copy Holder $14.95 
Lucite Magnifier 3.95 
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4%” x 542” loose sheets. 

Some buyers of printing have their 
printers furnish them with free, per- 
sonalized pads. It shouldn’t be encour- 
aged nor should it be taken advantage 
of. Even if he doesn’t know it, his 
company is paying for them, one way 
or the other! 

9. Standardize your letterhead stock. 
No. 1 sulphite 16 tb. bond is perfect 
for internal correspondence, while 25% 
rag, 20 Ib. bond seems to be univer- 
sally accepted for external letterheads. 
The former is lighter in weight and 
saves postage when bulked up for intra- 
company mailing and the No. 1 sul- 
phite stock gives good erasability. The 
outside letterhead needs the extra weight 
and the rag content for added snap 
and “feel.” 


How to Delegate 


(Continued from page 75) 
logically fall to any one employee, but 
which must be assigned specifically, pro- 
vides an excellent opportunity to look 
for latent abilities, test the problem em- 
ployee, train a worker in something un- 
familiar, uncover leaders and demon- 
strate confidence in werkers. 

Once a job is assigned, do not change 
the signals. Let the project run its 
course as planned. When asked a ques- 
tion by the person to whom you have 
assigned a job, don’t step in and per- 
sonally do the work just because that 
may be easier than explaining it all 
over again. If you do, you'll soon be 
doing all the work while your people 
stand by, willing to let you do it. Then 
who ends up with the nervous break- 
down? The world is full of willing 
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finding and filing 
takes just 
Seconds _ 


Modern offices use Barkley Tab File 
Guides because they make the job so 
easy. How? Well, each tab is both angled 
an ‘magnified—takes only a glance to 
find the file you want, And Barkley Tabs 
are durable—stand up under constant 
pos for years. The next time you make 
p your supply list . be sure to add 

ja tm Tab File Guides . . . at the top. 


At all leading stationers. 


C.L.BARKLEY & CO. 


1220 W. VAN BUREN ST. + CHICAGO 7, ILL. 
For More Information Circle No. 301 


What's new 
in duplicating 
supplies? 


CARTRIDGE 


In black or colers, 
® Sure-Rite offers the first 
Mame 100% American-made ink 
f and cartridge for Rex Rotary 
& M-4 BDC machines. Write 
P for details! 


American Stencil Mfg. Co. 


If it's new, Sure-Rite has it! @ Denver, Colo. 
For More Information Circle No. 302 





FOR EVERY 
ADMINISTRATIVE EXECUTIVE! 


The Most Helpful 
New Systems Book In Years! 


THE PLAYSCRIPT PROCEDURE 


A NEW TOOL OF ADMINISTRATION 


by Leslie Matthies* 


Playscript is an effective new technique 
on how to write better procedures, 

Very likely you understand the proce- 
dures you write—but does your staff, your 
subordinates, the people you wish to in- 
struct? Chances are no, according to 
nearly all systems research which indi- 
cates procedure writing as the most stub- 


Playscript gets results. 


born and difficult problem of all adminis- 
trative tasks, 

A procedure should be simply a document 
that tells people how to proceed to do their 
work, The great majority miss the mark. 
They are dull, verbose, rarely updated. 
Consequently they are not used and fail in 
the basic object of a procedures manual— 
Constructive Action. 


Just a few of its advantages: clear @ easy to write @ readable @ shows up 


empire building @ enormous time-saver @ spotlights duplication of effort 


encourages enthusiasm and participation of colleagues 


With today’s volume of paperwork, systems ex- 
ecutives will find THE PLAYSCRIPT PROCEDURE 
compulsory reading. Follow it and you cannot miss 
increasing the administrative efficiency of your 


we 
183 pages 


organization. Improves communications at all levels. 
In the few months since publication, this book has 
proven valuable for classroom use in management 
courses. Discounts in quantities of 12, 50, and 100. 


TODAY! 4,4 
$5.95 ae <i 


* One of the nation’s foremost authorities on systems and procedures, Currently Director of Foundation for Administrative 
Research and editor of newsletter “Systemation”, Winner of Systems Man of the Year award 1958. Widely regarded as dean 


of systems men. 


nj ce time uam acagscma mtmeahealcacata n ecicaaaaii 


Please send me......... 
(J l enclose remittance. {) Send invoice. 


Company 


Street 


OFFICE PUBLICATIONS, INC., 232 Madison Ave., New York 16, N. Y. 
. copies of THE PLAYSCRIPT PROCEDURE at $5.95 a copy, postpaid. 


(no on-epprovals) 





workers . . . some willing to do the 
work and the others willing to let them. 

In practice, both general and specific 
delegation usually involve more than 
two people, although in many cases 
simple delegation may be all that is re- 
quired. The chief executive, with un- 
limited authority and fulf responsibility, 
extends these through his senior staff, 
down the line of command, to the work- 
force. It is recommended that some 
measure of authority and responsibility 
be placed as close to the point of action 
as possible, where it will be most help- 
ful in getting the work done. This cre- 
ates the tapering concept of delegation. 
In going downward, the amount of au- 
thority and responsibility become 
smaller at each successive level. 

The executive who keeps his nose in 
the details of every job discourages the 
ingenuity of subordinates by competing 
with them. His responsibility is to share 
with others, thereby helping them to 
advance. His reluctance to do so will 
cause him to .inadvertently develop a 


‘ 
a) 


“Sim Weisep 


“Oh, definitely, objets d’art in the 
office, c’est elegant!” 
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"Open Ring’ | 
RUBBER BANDS 


OVER 300 VARIETIES 
* HIGH QUALITY * HIGH COUNT 
* LOW, LOW PRICES © FAST SERVICE 
FOR INFORMATION WRITE 


ALLIANCE RUBBER CO. 
FRANKLIN, KENTUCKY 
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NIPPO WELLON 
Electric Check Writer 





Just turn the 4 
dial — that's all, 

and Presto! — 

the amount is au- 
tomatically and 
clearly perfor- 
ated. 

YOKOHAMA, JAPAN 


NIPPO MACHINE INDUSTRY CO., LTD. 


For More Information Circle No. 292 


An Annual Roller Change—The Best 
TYPEWRITER LIFE INSURANCE 
Insist On a 
FUTURISTIC 
GALAXIE 
Platen 


Manufactured and Distributed to 
Office Machine Dealers by 


AMES SUPPLY COMPANY 


Contact your Local Typewriter Dealer 
___ For More Information Circle No. 293 


CASH REGISTER 
































milcimiaenl 
QUALITY 


PRODUCT 


CASHERE CORPORATION 


Successor to International Cash Register & Parts Co, 


207 E. Evergreen Ave., Mt. Prospect; Ill. 
For More Information Circle No, 294 
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for protected, 
instantly-available 
OFFSET NEGATIVES, 
PLATES, 


STENCILS 
STOP WASTING time and money! Every 


time you lose or damage an original, you're 
throwing away a $10.00 average investment. 
With low cost, sturdy MIM-E-O STENCIL 
FILES, you can immediately put your finger 
on a pertect tes ay neg or plate wer 
free from . « protect ° 
easily filed, scaly tend. 

There’s a MIM-E-O model for all types 
and sizes, to protect from 150 to 1400 
**investments’’. 

And new SADDLE ENVELOPES hang neg- 
atives, plate plus all work sheets in a single, 
handy, compact filing unit ... in any 
MIM-E-O model. 


SAVE SPACE 
AND TIME with 

> EASY-FILE CLIPS and 
EASY-FIND INDEXES 


MIM-E-0 STENCIL FILES CO. 


1051 N. Paulina Street, Chicago 22, III 


500 Distributors . to coast, help 
you solve your stencil or Sallet filing ses Peay 
For More Information Circle No. 350 


182 





group of inadequately trained or inex- 
perienced workers and, in the end, he 


| will have to do all the work whether 


he wants to or not. 

In many instances it is difficult, often 
impossible, for an executive to compre- 
hend just where he fits into the picture 
insofar as delegation of company au- 
thority and responsibility are concerned. 
On one hand he is encouraged to de- 
serve and acquire more authority and 
to broaden his area of responsibility. 
Then, when he has worked himself into 
a position of prominence and authority, 
he is asked to share his well-earned 
gains with subordinates. Yet this must 
be done in today’s concept of business 
because, in building people, we are not 
building individuals as much as we are 
building an organization. 

Business is relying less and less upon 
the executive who depends solely upon 
his own judgment for decisions and his 
own accomplishments for results. We're 
moving away from the one-man type 
of operation to a.more democratic form. 
The more effective an executive, the 
more his own identity and personality 
blend into the background of his or- 
ganization. This is a paradox but the 
more able the man, the less he stands 
out in his company. 


SMOOTH WRITER! 
CSS rr. 


My Name is PENCI-PEN. I am a medium point desk 
pen used for all general office writing. I am wood 








| eased, light, slim, comfortable—like a pencil. I contain 


the famous Hartley cartridge and best quality Formu 
labs® pre-tested ink for dependable, smooth writing. You 


| will be happy with me—Red, black, green, blue ink 


and special ball pen ink e.aser. 29¢ each, 4 for $1.00, 
or only $2.90 dozen post-paid. Money back guarantee. 
Send for some NOW. You can't lose. Order from 
GARDNER STAMP COMPANY 
166 South Washington St., Wilkes-Barre, Pennsylvania 
For More Information Circle No. 359 


THe Orrice—December, 1961 








VISUAL 


MAGNETIC Sparkling Reproduction 


CONTROL aS from your 
ermal Multilith 


OK 


K with : ae 
Sparkle-Lith 
Jumbo Oscillating Shell > 


Get sparkling halftones; brilliant 
ET —& EA = ! . } ’ ; 
ae : i meseend Gee aga = solids. Sparkle-Lith won't strip nor 


Priced From Sales e Production BROCHURE glaze! Perfectly transparent; makes 
$38 tae 6 Caen | OFAR cleanup easy even from dark to light 


Machine Loading 


colors. Tremendous recovery power. 

— Presentations Previously available only on T-51 

INCLUDING | COLORFUL MAGNETS Color Press. Now designed for 1250 
MAGNETIC |O"SARIGwWracts oN Multilith, only $26.50; or 1250W, 
ELEMENTS cer MSTA 


T THE ry Done ON REQUEST $30.00. 5 minutes to install. Write 


for free folder. TOWNSEND INDUS- 
Methods Research Corp. TRIES, INC., Dept. F, Altoona, lowa. 
105C Willow Avenue, Staten Island 5, N. 


For More Information Circle No. 240 For More Information Circle No. 241 


— — San Tn Basil 


supply precision BRITISH made Parts and 
Tools direct to you at LOWEST PRICES 


RITE-LINE copyruoiper 


e SAVES EYESTRAIN e TAKES COPY UP TO 20° 
@ PROMOTES ACCURACY e HOLDS NOTEBOOK 
e INCREASES PRODUCTION ¢FITS IN DESK DRAWER 
© LUNE MAGNIFIER EXTRA 
Send for FREE Booklet describing 
@ PROMPT AND EFFICIENT SERVICE GUARANTEED RITE-LINE COPYHOLDER 
@ Send for our Illustrated Catalogue POST FREE 


RITE-LINE CORPORATION 
TYPEWRITER SUNDRIES CO., LTD. [ipppee anna Ghani 
140-148 BOROUGH HIGH ST., LONDON S.E. | ' : : 


For More Information Circle No. 242 
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Emerson Mead Heads BEMA 


More than 200 
members helped 
launch the Business 
Equipment Manu- 
facturers Assn. into 
a new era at the 
annual meeting Oct. 
18-19, in New 

oat York. Emerson E. 
a Mead, president, 
E n E. Mead Smith-Corona Mar- 

chant, Inc., was 
elected chairman of the board of directors 
for the ensuing year. Vice chairmen are 
R. S. Laing, vice president-finance, Na- 
tional Cash Register Co., and J. W. Birk- 
enstock, vice president, International 
Business Machines Corp. This was the 
first official general membership meeting 
under the new name with the organiza- 
tional structure of three operating groups: 
data processing, office machines, office 
equipment, and the show subsidiary, Busi- 
ness Equipment Manufacturers Exhibits, 
Inc. Equipment makers announced formal 
organization within BEMA, with T. R. 
Combs, executive vice president, Harter 
Corp., as chairman. 


Fairchild Appointments 


Appointment of 
Donald H. Lazarus 
as general sales 
manager for Fair- 
child Business Ma- 
chines Div., Fair- 
child Camera & In- 
strument Corp., was 
announced by C. F. 
Shaffer, division 
general manager. 


a : Donald H. Lazarus 
His appointment 


184 


parallels the division’s plan for develop- 
ment, manufacturing, and marketing of 
paper handling equipment, and organizing 
and training a nationwide sales organiza- 
tion. Mr. Lazarus served 15 years as 
Cleveland manager of Diebold, Inc. James 
B. Carpenter, assistant sales manager for 
the Business Machines Div,, comes to 
Fairchild with 15 years experience in sales 


Robert F. Kell 


Jas. B. Carpenter 


and sales management as export repre- 
sentative and manager, international sales 
for the W. S. Tyler Co. and export man- 
ager for Baker Industrial Truck Div., Otis 
Elevator Co. Also announced was the 
appointment of Robert F. Kell as adver- 
tising manager of the Business Machines 
Div. Prior to joining Fairchild, he was 
advertising and sales promotion director 
for Alside, Inc. and sales promotion and 
advertising manager for R. D. Werner Co. 


Victor Comptometer on Big Board 


Trading in the common stock of newly 
named Victor Comptometer Corp. began 
Oct. 30 on the New York Stock Exchange, 
following merger of Comptometer Corp. 
into Victor Adding Machine Co. First 
block of 1000 shares was purchased by 
Albert C. Buehler, chairman and presi- 
dent of Victor Comptometer, on behalf 
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FOR 


STRIPPING 


FOR 
=> 4d OF-1 1, Le 


Ap top ket Ligh 


Platem4 
295 


ee ie fe OB > 
t Table 
195 


19 x 25 


POR alone cop ptt MMP... 


The perfect office and in-plant platemaker 
for plastic and pre-sensitized plates. Simply 
insert the negative and plate in the vacuum 
frame, flip it over (see above) to face the 
carbon arc lamp in the base, and expose. 
Makes sharper plates, faster, thanks to the 
intense point light source. Six sizes up to 
43 x 52. Send for Bulletin AS00-O. 


tt” another “*+., 
_.'” BUILT-RIGHT 
*.., PRICED-RIGHT | 

“tes, product |..°" 


Sit in complete comfort... work with complete 
efficiency, thanks to Jet Line “contour” design 
featuring: 

* Front operated gear mechanism to raise and 
lower table top quickly and easily. 
Adjustable, chromed straight edges on all 
sides: Etched calibrations in 32nds. 

New non-glare glass absorbs room lights. 

Locking utility drawer — two storage shelves. 

Drop-away panel for easy access to lights. 
Four sizes up to 42 x 62. Send for Bulletin A250-O. 


COMPANY, INC. 
General Office and Factory: 
4110 West Grand Ave., Chicogo 51, ill. U.S.A, 


Sales and Service: 
New York * Los Angeles 
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SPEED-O-PRINT 
Worlds Finest: Photlo--Copier 


COPIES EVERYTHING 
IN SIGHT...IN SECONDS 


Sjoeed-O-Fhint CORPORATION 


1801 WEST LARCHMONT AVENUE, CHICAGO 13, ILL. 
Gentlemen: 


1 want to know why the Speed-O-Print Photo-Copier is 
superior. Please send, without obligation, complete details, including 
@ photo-copy of this request. 


_— CORPORATION 


Ti 
en 1801 WEST LARCHMONT AVENUE 
CHICAGO 13, ILL. 








Company 





Address 





City. 
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Albert C. Buehler (left), chairman and presi- 
dent, Victor Comptometer Corp., presents 
a. Victor calculator to Edward C. Gray, 
executive vice president, N.Y. Stock Exchange. 
Raymond J. Koch, VC vice chairman, is at 
right. 


of Victor’s Employee Security Fund. The 
Chicago company, with 4,601,274 shares 
of common stock outstanding, also was 
admitted to trading on the Pacific Coast 
Stock Exchange. Comptometer had been 
a listed company with some 3700 share- 
holders. Although Victor was larger, it 
was closely held and unlisted. Owners 
of the million Victor shares received 3.6 
million shares of new Victor Comptometer 
upon the merger, while approximately a 
million shares of Comptometer are being 
exchanged one-for-one. 


RCA and ITC Sign Agreement 


Two multimillion-dollar agreements, 
one for the sale of electronic data proc- 
essing systems and the other for the ex- 
change of patent licenses, were signed 
by Radio Corp. of America and Inter- 
national Computers & Tabulators Ltd. of 
England. I.C.T., with offices in 51 coun- 
tries, placed an initial order for 50 RCA 
data processing systems, with an option 
to purchase 50 or more additional sys- 
tems. Shipments will begin in quantity 
next year and be completed by 1964. The 
data systems purchased by I.C.T. can be 
marketed in the United Kingdom and all 
other areas of the world. RCA and L.C.T. 
have exchanged nonexclusive patent li- 
censes for the manufacture and sale of 
data equipment. 
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Royal-McBee EDP Sales Manager 


George C. Ens- 
slin was named na- 
tional electronic 
data processing sales 
manager of Royal 
McBee Corp., ac- 
cording to Carl P. 
Ray, vice president 
of marketing, who 
said the company 
also is establishing 
sales specialists in 
major cities to handle Royal Precision 
computer sales exclusively. Mr. Ensslin 
was manager of the company’s district 
sales office in Los Angeles. 


George C. Ensslin 


BBM Photocopy Changes Name 


Shareholders of BBM Photocopy Mfg. 
Corp. voted to change the name of the 
company to Bohn Business Machines, Inc. 
The announcement was made by Saul S. 
Weitzman, chairman. The company 
manufactures and distributes duplicators, 
calculators, photocopy accessories and has 
developed a new electrostatic photocopier 
(shown below). 


moe 
ai 


Leon Bohn (right), president, Bohn Business 
Machines, Inc., shows Sidney Barzman, vice 
president, a copy made on the new Bohn 
dry copying machine. 











VOUCHER & PAYROLL 


MAGNETIC INK 
ENCODED CHECKS 


SEND YOUR COPY FOR 
PROMPT QUOTATION 


The Carbon Business Forms Co. 
880 E. 72 « Cleveland 3, Ohio « HE 1-7878 
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AUTOMATICALLY FEEDS, FOLDS, COUNTS 
AND STACKS 110 SHEETS A MINUTE 


No fussing or Ganing hat load paper on the 
automatic feed table, touch the lever and 
quickly fold printed or duplicated material, 
letters, statements—anything from 3 x 5 to 
9 x 17 in.—even multiples of 6-8 sheets stapled 
er. Stops when last sheet is fed. Two 
eer fold controls adjacent to permanent 
illustra instructions at top of machine let 
ou change folds in seconds. Electric Model 
‘$299.50; Hand-operated Model $199.50 plus 
tax. Higher qoaitty since 1903— HEYER 
Inc., 1821 S. Kostner Ave., Chicago 23, Ill. 


FREE! Four 8 x10 glossy photos— 
Our Demonstration by Mail! 


HEYER INC., 

1821 S. Kostner Ave., Chicago 23, Ill. 

Please send me, without obligation, 

the glossy meey showing how the 

Conqueror Paper Folder works. 
NAME. 


FIRM 








ADDRESS 





ZONE. STATE 
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| coordinator with International 
| Machines Corp. and previously was ad- 


Thal Again Heads LPMA 


Rolf Thal, execu- 
tive vice president, 
Eagle Pencil Co., 
Danbury, Conn., 
was elected to a 
second term as pres- 
ident of the Lead 
Pencil Manufactur- 
ers Assn. at the 
group’s annual con- 
vention, Oct. 12-13, 
at Elbow Beach 
Surf Club, Bermuda. Mr. Thal succeeded 
Frank G. Atkinson, president, Joseph 
Dixon Crucible Co., when elected to his 
first term last year. 


F) 


Rolf Thal 


SCM Office Products Ad Manager 


Richard W. Gilliland was appointed ad- 
vertising and sales promotion manager of 
office equipment products for Smith-Co- 
rona Marchant, Inc., it was announced by 
Leslie C. Overlock, vice president—mar- 
keting. Mr. Giililand will report to John 
Kolody, corporate advertising and sales 
promotion manager, and will manage all 
phases of advertising and sales promotion 


| for electric and manual typewriters, cal- 


culators, photocopy equipment, data proc- 
essing equipment and supply products. 


| Prior to joining Smith-Corona Marchant, 


Mr. Gilliland was an advertising product 
Business 


vertising account manager with Linde Co., 


| Div. of Union Carbide Corp. 


| Farrington Appointments 


Appointments to two management posts 
in Farrington Business Machines Corp. 
were announced by William L. Brian, ex- 
ecutive vice president. James J. Cooney 
Jr., was named to the newly created post 
of controller, and William H. Prince was 
appointed manager of the Collating Div. 
Mr. Prince has been with Farrington since 
1960, when it acquired J. Curry Mendes 


| & Co. He had been with Mendes since 
| 1950. 
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Chicago Equipment Show 


The Business Equipment Exposition, set 
for McCormick Place, Chicago, April 9- 
13, will be the largest to date by the Busi- 
ness Equipment Manufacturers Assn., oc- 
cupying about 3% acres. Space is more 
than 95% committed. During its five-day 
run, more than 70 leading foreign and 
domestic manufacturers will display nearly 
$30 million of the latest products cater- 
ing to every facet of business manage- 
ment operations, An estimated audience 
of 40,000 business executives is expected. 


MICR for Remington Rand 


The Remington Rand Div. of Sperry 
Rand Corp. announced purchase of Na- 
tional Data Processing Corp., Dallas, 
which since 1958 has engaged in develop- 
ment, manufacture and marketing of 
MICR equipment for the automatic proc- 
essing of checks and other bank docu- 
ments. 


CTR’s Sales Managers 
Cincinnati Time | 

Recorder Co. has 

completely realigned 

its sales manage- 

rial organization, ac- 

cording to Carl K. 

Gieringer, president. 

Ralph _ Estes, sales 

manager, was ap- 

pointed general 

sales manager. He 

joined the company 

three years ago after extensive experience 
in the office equipment field. Jack Taylor, 
former customer relations manager, was 
promoted to regional sales manager for 
southeastern states. He has been with 
the company 14 years. Al Knochelman, 
former systems sales manager, is regional 
manager for eastern states. He has been 
with the firm five years. Howard Gier- 
inger, former district sales manager, is 
regional manager for north central states. 








clean. 
small, 
holding stub-section plates. 


The Quik Stripper, Jr. 


REMOVES PLATES AND CARDS FROM 
ADDRESSOGRAPH FRAMES 


Strip plates and cards from frames quickly with this handy tool 
without touching inky plates. Saves finger nails and keeps hands 
The Quik-Stripper, Jr. works with any 


kind of frame; 
medium or large—old style or new style—even frames 


Don't make plate stripping a chore. Keep your work up to 
date, from day to day, by equipping each operator with a 
Quik-Stripper, Jr. Sold on 5-day approval. Send for circular 
with details, Write Addressing Machine Co. of Calif., 667 
Mission St., San Francisco 5, Calif. YUkon 2-2130. 
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MANUFACTURERS OF DURALUMINUM 


HOLDERS 


FOR HANDWRITTEN 
BUSINESS FORMS 


AUNDERS 


mG. CO., INC. 








SEND FOR 
NEW CATALOG 
NOW 


P, O. Box 243, Winthrop, Maine 


LIGHTWEIGHT WEATHERPROOF 





For More Information Circle No. 296 
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NEW MODERN 
VISUAL CONTROL 
FOR GREATER 
EFFICIENCY, PROFIT! 


MOVICHART 


graphic chart systems 





LOOK AT THE FACTS— 
NOT FOR THEM! 


s Vivid, easy- e Stock Control 


e Sales Targets and 


to-read Achievements 


Progress Charts 


e Quick, easy to oe 
. . achine Loading 
maintain Budget Control 
oe Durable, non- Staff Location and 


Organization 


breakable Motor and Machine 


Maintenance 


plastic parts e Production Planning 
¢ Attractive e Safety Record 


e Quality Control 


colors e plus many more! 


Movichart pictures facts as they are and 
warns in advance of trends that may re- 
quire your action, provides the information 
you need in time to make right decisions. 
The easiest, quickest to use, and most 
attractive system available today. 


FREE DETAILS ON REQUEST 


PRYOR MARKING PRODUCTS 


434 S. Wabash Ave., Dept. O« Chicago 5, il, 
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NBFA Annual Conference 


The 16th Annual 
Conference of Na- 
tional Business 
Forms Associates 
at Bal Harbour, 
Fis., (Oct. 23-25, 
was marked by sev- 
eral exceedingly in- 
formative sessions, 
not the least of 
which was a 3M 
Systems Papers pre- 
sentation by Charles Hann, 3M’s project 
manager, systems products. A_broaden- 
ing in the scope of NBFA activities is 
expected to result from the joint session 
of members and manufacturers. Robert 
E. Eberhardt, Cooley Business Forms, 
Inc., Rochester, N. Y., is the new presi- 
dent. Karl Edelmayer, Girard Business 
Forms, Inc., Philadelphia, is Ist vice 
president and Grady Conrad, Key Busi- 
ness Systems, Inc., Winston-Salem, N. C., 
2nd vice president. Manufacturers for 
the first time were accepted as associate 
members and John Randall, Specialized 
Printed Forms, Inc., Caledonia, N. Y., is 
president of the Manufacturers Div. The 
next NBFA conference is scheduled for 
Colorado Springs, Sept. 9-13, 1962. 


R. E. Eberhardt 


Dictograph Sales Vice President 


Charles A. Mitchell was named to the 
newly created post of vice president in 
charge of marketing by Dictograph Prod- 


ucts, Inc. He was formerly distribution 


sales manager with General Electric Co. 


Photek Moves 


Photek, Inc., moved its offices from 
Providence to West Kingston, R. I. The 
new plant consolidates the firm’s market- 
ing services, customer service and credit 
department. The research laboratory, 
chemical mixing plant, production and 
warehousing facilities are already in op- 
eration in West Kingston, as are some of 
the executive offices. New address is Box 
247, West Kingston, R. I. 
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Substantially Reduces 


NOISE 
of Keyboard Graphotypes 











SOUNDTROL Noise Reducing Hoods, the re- 
sult of many years’ research by acoustic 
engineers, protect workers from tiring 
noise—increase production and work ac- 
curacy. Your Graphotypes can be relo- 
cated for better work flow when noise is 
eliminated and machine's appearance is 
improved. SOUNDTROL Noise Reducing 
Hoods do not increase floorspace, retard 
ventilation nor interfere with machine serv- 
icing. ‘Write for full information today! 


JARDIN ASSOCIATES, INC. 
155 John St., New York 38, N. Y. 


















For More Information Circle No. 245 


Engler HOUR METER 


. For Business 


er Economy 
@ Increase Efficiency 
@ Improve Scheduling 


@ Eliminate Machine Inactivity 


Engler Hour Meters reduce total oper- 
ating or rental cost of tabulating equipment 
and business machines by registering hours 
of actual machine usage. Effectively put 
records on an accurate basis and substan- 
tially reduce second shift payments. Many 
users have already realized large savings. 
Engler Hour Meters are easily installed 
and have been precision engineered and 
ruggedly built for years of dependable 
service. Reasonably priced. Write for de- 
tailed bulletin OF-8. 


Engler 


Instrument Co. 


250 Culver Avenue, Jersey City, N. J. Phone HEnderson 4-6500 
For More Information Circle No. 247 
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POSITIVE 


PROPERTY CONTROL 
i NUMBERED — 


® 
Adhesive-backed. A cinch to 
mount. Attractively printed in 
sparkling colors on _ lustrous 
aluminum. Ideal for efficient 
“out-front’’ identification. 
Write for free samples, 
prices and our 16-page 
a Control Book- 
et. 


VVS5R/ 1/7, f 
WNEULMLC 70/4 
= 9? SOUTH FEDERAL 

For More Information Circle No. 246 

















Ys OO0000U00 
STEVENSON & SMITH, INC. © 


LEADING MANUFACTURERS _ 





Stevenson ‘& Sith tnd siness / 
© forms manufactiters-and business sy 
O tems creators, are repr 
to coast, by outstanding Busin mn 
O dealers ‘and systems analysts. O 
O 





O Write for name of your nearest 
representative. 





STEVENSON & SMITH, INC. 


80 Duryee Street 
NEWARK 3, NEW JERSEY 





For More Information Circle No, 248 
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4s TOUGH TO CARRY 


b, eEasyTo [)emonstrate 
Wheelit- the Modern Way 


No lugging or tugging 


WHEELIT folds into your 
auto trunk with ample space 
for office machine . . . then 
transports it with minimum 
effort to prospect’s office, 
and becomes a convenient 
demonstration table. Pre- 
cision-engineered for easy 
maneuvering over curbs, up 
or down stairs, around 
sharp corners. Can be cus- 
tom-designed to fit your 
particular needs. Folding 
and non-folding models for 
audio-visual projectors and 
many other uses indoors or 
out. Truly the office ma- 
chine salesman’s best friend 
and an indispensable office 
accessory. 


Write for complete descriptive circulars 
and prices, direct to manufacturer 


GRUBER PRODUCTS CO. 


2223 Albion St., Toledo 6, Ohio 
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SYMBOL OF THE WORLD’S 
LARGEST MANUFACTURERS OF 
SELF-INKING NUMBERING 

AND DATING MACHINES 


DIRECT SALES_AND SERVICE 
IN THE UNITED STATES 


EASTERN NUMBERING HORDER’S, INC. CARPENTER PAPER CO. 
MACHINES Horder Building Omaha 2, Nebraska 
801 Sixth Avenue Jackson Blvd. at Jefferson Fort Worth, Texas 
New York 1, N. Y. Chicago 6, Ill. Houston, Texas 


A GUARANTEED, BRITISH-MADE PRODUCT 


ENGLISH NUMBERING MACHINES LIMITED 
QUEENSWAY, ENFIELD, MIDDLESEX, ENGLAND 


For More Information Circle No. 228 
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GE Computer Appointment 


Appointment of 

William J. McGuck- 

in aS manager of 

advertising and 

sales promotion for 

the General Elec- 

tric Co. Computer 

Dept. was an- 

nounced by Lacy 

W. Goostree Jr., 

manager of market- 

Wm. J. McGuckin ing. -Mr. McGuckin 

will be responsible for planning and exe- 

culing all national advertising, sales pro- 

motion and publicity programs for the 

department's complete line of information 

handling equipment. He succeeds Roy D. 

Jordan who transferred to the depart- 

ment’s marketing training program as 
senior applications instructor. 


Anken Appoints Koretz 


Appointment of Harry Koretz as direc- 
tor of sales for the Western Div., Anken 
Chemical & Film Corp., was announced 
by Louis P. Ratti, president. Mr. Koretz 
was associated with Cormac Photocopy 
Corp. since its inception, and became 
western regional manager, later returning 
to New York in an executive capacity. 
When Cormac became a division of Anken 
he was appointed division general man- 
ager. 


Watts Joins StripPrinter 


Edwin W. Watts was named secretary- 
treasurer of StripPrinter, Inc., Oklahoma 
City. He will direct advertising, sales pro- 
motion and services, and dealer relations. 
Mr. Watts had been associated with Arthur 
Davenport Associates, advertising and pub- 
lic relations firm. 


L. M. Dixon Dies 


L. M. Dixon, former vice president and 
member of the board of directors of Co- 
lumbia Ribbon & Carbon Co., died Oct. 
- 13. He was 83 years old. 
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Some Day You May 
Wish You’d Bought This 


NEW 
Auto-Shred 
Now! 


Do your business secrets leak out thru your 
waste paper baskets? Too often confidential 
letters, sales and accounting records, engi- 
neering data, specifications and business rec- 
ords of many kinds find their way into un- 
authorized hands —after someone thought 
they’d been destroyed. 

This new, compact, lightweight Auto-Shred 
is designed for your office. Case hardened 
steel slitters driven by a powerful 1/3 horse- 
power motor, convert correspondence, ledger 
sheets, sales-reports and other confidential 
records into 14” shreds even slicing thru 
paper clips and staples. It’s quiet — you’ll 
hardly know it’s being used. It has an auto- 
matic hopper that will take up to 100 sheets 
of paper at a time and a gravity hand feed 
for stapled, clipped, pinned or folded papers. 
It’s completely enclosed (positively safe) in 
a gracefully designed fiberglass case that 
matches the practical appearance of other 
office equipment. 


Write for catalog giving full 
information and 10 day free 
trial offer. 


SAA 3439-16 


INDUSTRIAL SHREDDER 
and CUTTER COMPANY 
103 Mill Street Salem, Ohio 
For More Information Circle No. 288 
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TOP QUALITY 
WHITEPRINT COPIES 
at a saving with... 


Patapar. 


TRANSLUCENT PARCHMENT 
Whiteprint Copy Masters 


All over town, the word is spreading: To do 
away with costly re-writing and get clean, 
accurate copies every time . . . use Patapar 
originals and any diazo type whiteprint copying 
machine. 

Patapar Whiteprint Copy Masters are con- 
venient to use and result in clear, accurate, low 
cost copies because Patapar Translucent Parch- 
ment is made expressly for whiteprint copying 
machines. 

Patapar is exceptionally translucent to ultra- 
violet light and transmits it faster for high 
printing speeds and high volume copying. You 
get copies with crisp, sharp lines. Typing and 
additional data can be added to the master 
at any time. 

Patapar Translucent Parchment is the master 
sheet to use for whiteprint copying machines. 
Your inquiry is invited. 


PATERSON PARCHMENT PAPER CO. 


Bristol, Pennsylvania 


e@ Are you now using an 
Ozalid, Bruning, Peck & 
Harvey, Revolute, Pease or 
any other diazo type white- 
print machine? Ask your 
paper merchant for free 
samples of Patapar Translu- 
cent Whiteprint Copy Mas- 
ters. Or, write us direct. 


For More Information Circle No. 391 
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it CALENDAR 


Society of Reproduction Engineers, Bilt- 
more Hotel, Los Angeles, Dec. 2-5. 
Eastern Joint Computer Conference, Sher- 
aton-Park Hotel, Washington, D. C., 

Dec. 12-14. 

Office Management Assn. of Chicago, 
Conrad Hilton Hotel, Chicago, Feb. 5-8. 

National Stationery & Office Equipment 
Assn. (Western), Sheraton-Palace Hotel, 
San Francisco, Feb. 16-18. 

Business Equipment Manufacturers Assn. 
(formerly OEMI), McCormick Place, 
Chicago, Apr. 9-13. : 

National Paper Trade Assn., Waldorf- 
Astoria, New York, Apr. 15-18. 

Ist Annual Office Machines Week, in U.S. 
and Canada, Apr. 22-28. 

National Microfilm Assn., Mayflower 
Hotel, Washington, D. C., Apr. 25-27. 


National Office Furniture Assn., Barbizon- | 


Plaza Hotel, New York, Apr. 26-29. 
American Federation of Information Proc- 
essing Societies, Joint Computer Con- 
ference, San Francisco, May 1-3. 
National Society for Business Budgeting, 
St. Louis, May 17-18. 
National Office Management Assn., San 
Francisco, May 20-24. 


Federal Government Accountants Assn., | 
Sheraton Hotel, Philadelphia, May 28- 


30. 


Insurance Accounting & Statistical Assn., 


Royal York Hotel, Toronto, June 4-6. 
National Business Show, Coliseum, New 
York, June 4-8. 
National Machine Accountants 
Statler Hotel, New York, June 19-22. 
National Office Machine Dealers Assn., 
Minneapolis, June 24-27. 


National Assn. of Accountants, Conrad | 


Hilton Hotel, Chicago, June 24-28. 

National Business Forms Associates, 
Broadmoor Hotel, Colorado Springs, 
Sept. 9-13. 
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National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 
Sept. 23-25. 

National Institute of Governmental Pur- 
chasing, Edgewater Beach Hotel, Chi- 
cago, Sept. 23-26. 

National Assn. for Bank Audit, Control & 
Operation, Americana Hotel, Bal Har- 
bour, Fla., Oct. 22-24. 

Systems & Procedures Asm., Boston, Oct. 
29-31. 


EVENTS ABROAD 
Hannover Fair, Hannover, Germany, Apr. 
29-May 8. 
International Graphic Arts Fair (DRUPA), 
Dusseldorf, Germany, May 5-18. 





Assn., 


“addo” compact LETTER OPENER 


Opens any size envelope @ No scraps of 
paper ®@ (cuts only one thickness of the 
envelope) @ Simple and safe to use @ Saves 
time @ Made in Sweden with S.K.F. ball 
bearings and_ self-sharpening cutter @ 
Weighs 2 lbs and stands firm on rubber- 
feet. 


$24.50 in gray or tan. 
One year guarantee. 


10 days 
free 


Excellent Christmas gift! trial 


““addo-x’’ Sales Agency 
96 S. I 1th St., Minneapolis 3, Minn. 











For More Information Circle No. 356 





“The less help you have, 


the more you need it!” 


HARRIS- 
SEYBOLD 


DIVISION 
HARRIS- 
INTERTYPE 
CORPORATION 


HARRIS 


INTERTYPE 


CORPORATION 


MACEYMATIC COLLATOR 


“There’s nothing like a Maceymatic to speed collating 
of reports, price lists, data sheets and so on. For in- 
stance, I can collate 1000 sets of two to eight sheets 
(5 x 8” to 9 x 12”) in 30 minutes or less. Everything 
is stapled, too. Of course we don’t use it all the time. 
Even so, the boss says it pays for itself. Takes little 
more space than an office desk.” 


Harris-Seybold Company, 4510 E. 71st St., Cleveland 5, Ohio 
Will the Maceymatic Collator pay for itself in my office? 
Show me. 


EE a a = 
Company____ 

Address___ 

City and State 





For More Information Circle No. 336 
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Semiannual Index to THE OFFICE 


VOLUME 54, JULY THROUGH DECEMBER, 1961 


Accident-Prone Employee, Symptoms of the Aug. 1, 
Addressing, Credit League Likes Tab Card, Grant Washburn 
Artwork, How Any Office Can Do, Ray Marien 
ATF Entered Office Offset Field, Why 
Atomic Attack, For Continuity ‘of Business After 
Automation Helps the Business of Syncopation, Harmonious 
Back-Order Processing, System Simplifies 
Business for Yourself?, Why Not Go Into, Clifford L. Stivers .... 
Cafeteria in a New York Office, Machine 
Calculators, Why a Brokerage Office Uses Automatic 
Cash Control System, Chain’s 
Chase Office Tower in Manhattan, The 
Christmas Gift Plan, Business 5 
City for a New Office Building, How We Found the Right, Ronald M. Reifler Oct., 
Committee, Management By, Herman Limberg 
Communicate, What It Costs to, C. I. Keelan 
Computer Memory, A Tab Card, Raymond Dreyfack 
Computers, A Census of . 
Computers, Characteristics of pt., 
Controller Becomes a Reporter, Good News for Management, John R. Recny Aug. l, 
Data Processing for Multiple Use of Output, Centralize, C. /. Keelan ...... July, 
Delegate Responsibility, How to, Wilbert E. Scheer See Dec., 
Dictation System, Hospital's Nes my Nov., 
Driver Register Uses All Types of Data Media, New National ........ Nov., 
Duplicating at American Airlines’ Maintenance Base, Short-Run ..:.......Aug. 1, 
Duplicators Pace Maintenance Work at Huge Oil Refinery, W. J. Booth .. TJaly, 
Employee Relations, Right or Wrong in July, 121; Aug. 1, 
Sept., 185; Oct., 167; Nov., 129; Dec., 
Eastern Joint Computer Conference in Washington ...... 0) ees 
Faber-Castell’s 200th Anniversary, A. W. open og ete alte . July, 
Files for a Skyscraper Office, Planning, Thomas Wilds aoa Sept., 
Filing?, What Is Alphabetical Order in, Ida Welch ..... July, 
Forms, Manual of Business, Wallace B. "Sadauskas Aug. 
Forms Systems for Use With Aligning Boards, One-Write, H. Brec hner Oct., 
Forms, We Don’t Need a Complete Functional File to Control Our, 
ween Biek Nov., 
Goodkin Developed Its Copyboard Lighting, How .. 
Grapevine, How to Cut Back the Office, Quintin W. Guerin . 
H. S. Grads’ Employment ... 
Hospital Records Aid Administrative and Medical Personnel, Microfilmed, 
Frank Burgay Blake Suly, 
Hospital’s Dictation System ee 
Interview, How to Teach Executives to, Robert Hoppock apg eee 1G 
Lazy Employee, Some Praise for the, Clarence G. Scholtz .... 
Machine Utilization, Measuring, Walt Frisbie 
Mailings, Automatic Labeling System for Medium-Sized 
Mailroom Procedures Surveyed 
Manufacturing Orders, Finishing Parts Without, rene Clayton Field 
Men Happy, How to Keep the, W. D. Griffith .... 
Mergenthaler’s 75th Anniversary 
Microfilm Equipment to Save Town $6000 a Year, $10,000 in 
Microfilmed Hospital Records Aid Administrative and Medical Personnel, 
Frank Burgay Blake aay 


Money, 57 Ways to Save, Ray Marien 
*Copies of this 236-page manual are $4.50 each. 
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199 
184 
295 


” 308 


108 
104 
190 





Moved Its Offices From Chicago to New York, How Hertz 5a . 
NBFA Meeting in Florida, Oct. 23-25, 16th Annual Jia * oo a 
NSOEA Convention and Exhibit to Open in Chicago, September ee Sept., 

Order Forms, We Let Our Sales Agents Write All Our, George R. Conover . .Oct., 

Order-Invoice System Saves $7700 a Year, Donald R. Harvey ....... Nov.. 
Order Processing From Entry Through Reporting, Integrated, 


Raymond Dreyfack Aug. 1, 


Organization Plan, The “Functionaline”, Harold B. Wilson ...July, 


Paper Cutters, Drills Aid Office Duplicating . 


Sept., 


Personnel Records with Addressing Equipment, Heading Up, Donald L. Brush Nov., 
Phone Directory, How to Automate the Production of Your Company, 


Pirelli’s Magnificent Milan Office Building ... Pare 
Playscript Procedure: Was Developed, How the, Leslie H. Matthies . 


Robert C. Fouhy Sept., 
July, 


Policy Data on Punched Cards, Frederick C. Allgeier 

Pricing, Calculated Bidding for Successful Competitive, William H. ‘Polden 
Printing, Some Hints on Office, Ray Marien . 

Production Control File That Knows All, Tells All, A, Patrick J. Galvin 
Purchasing and Receiving Requirements, One Form Serves All, 


David Steinberg Dec., 


Purchasing-Receiving System Saves With Translucent Forms ... ets Oct., 
Ribbons and Carbons, Technological Changes in, John D. Edw ards .... Nov., 


Salaries, 1961 Average Weekly Office 


Aug. 1, 


Statistical Charts, Some Faults to Avoid When Preparing, Seymour Etkin Nov., 
Suggestion System, How We Achieved a Profitable, Harold S. Sharp ..Nov., 
Systems & Procedures People, A Charter for Your, Ralph E. Steere .... Oct., 


Systems Meeting in Cleveland, Oct. 8-11, 


International .... Oct., 


Time, Cost and Job Records, How to Keep Employee, Carl K. Gieringer Aug. 1, 
Time Data, Experience of a Large Office With Standard, Robert E. Nolan . .Oct., 


Time Data, How a Small Office L 


2s the Same Standard, Orville Thaler ... .Oct., 


Training Can Be Made More Effective, How ueseotanls Grace Paul . Aug. 1, 


Vacation Planning, Employee, H. E. Carroll . oe ane 
Visual Communications Congress in Los Angeles ...... a . hea 


14 
90 
12 
91 
99 
83 
12 
21 
16 
12 
85 


Index to New Products in THE OFFICE 


ACCOUNTING BOARDS 


Figure-Write Business Systems ... 
ae Walker ..... 


. E. Sheppard Div. ‘Yawman & Erbe ... 


ACCOUNTING MACHINES 
Burroughs Corp. ...... 
ADDING MACHINE 

Victor Adding Machine Co. .. 


ADDRESSING EQUIPMENT & SUPPLIES 


Automark Business Machines Co. 
Cheshire, Inc. . 
Dashew Business ‘Machines, ‘Inc. . 


ADHESIVES 


Avery Label Co. . 

Krylon, Inc. .... 

Neatape Corp. 

U-File-M Binder Mfg. Ge. ...-- 

AIR CONDITIONERS & PURIFIERS 


MéLarty Systems ..... 
Tubin Electronics .. 


198 


BANK EQUIPMENT 


Detietd, tee: '.c.4....... . : si eet. 


BINDERS, COVERS 
Acco Products Div., 


Natser Corp. ..... Aug., 134; Sept., 263; Oct., 
American Kleer-Vue Plastics, Inc. ..........Oct., 
inmate Sept., 


eee Ee, ee 
Marbon Chemical Div. 


ee ee”) ee eee 
National Blank Book Co. * Sept., 
Nineteen Sixties Corp. ......... ..Oct., 


Office Records Co. ....... 


e oie «0.0.9 smiing 
Smead Mfg. Co. .....5ept., 255; Oct., 


BINDING MACHINES 


Fairchild Business Machines Div. 
Postalia (Canada) Ltd. . 


BOOKCASES 


Lyon Metal Products, Inc. Dec., 


JULY THROUGH DECEMBER, 1961 
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BRIEFCASES, BAGS 


Can-Pro Corp. 


An 233 
Stein Bros. Mfg. Co. 


230 


Nov., 
Nov.., 


..Sept., 198. 231; 


BURGLAR ALARM 


Crown Electronics Co. 


BUSINESS CARDS 
R. O. H. Hill, Inc 


CALCULATORS 


Bohn Duplicator Co. . Z 
Dieh! Calculating Machines, Inc. 
Smith-Corona Marchant, Inc. 


CALENDARS 


Columbian Art Works 
Keith Clark, Inc. 


CAMERAS 


M. P. Goodkin Co. 
Lacey-Luci Products, Inc. 


a 200; Dec., 
Natural Lighting Corp. . 


.Nov.. 
Nov.. 


CARBON PAPER 


Interchemical Corp. 
Port Huron Sulphite & Paper Co. 


CARTS, TRUCKS, DOLLIES 


W. A. Charnstrom Co. 
Howell Co. ‘ 
Vogel-Peterson Co. 
Win-Holt Equipment Co. 


CASH REGISTER ROLLS 
Paper Manufacturers Co. 


CASH REGISTERS 


Regna Cash Registers, Inc. ...... 
Victor Adding Machine Co. 


CHAIRS 


Clarin Mfg. Co. . 

General seagrtetng Co. 

Horness, Inc. . 

Howell Co. Aug., 

Imperia! Desk Co. , 

Midwest Folding Products .... 

Remington Rand Systems site 
Sperry Rand Corp. .. 

Royal aa —s. Co. 

Seng Co. ..... 

Shaw- Walker bk ‘ 

State Industries, Adjusteze Furniture Div. 

Toledo Metal Furniture Co. 


..Aug,., 
Aug., 


164; Oct., 
131; ogy 


140: ‘Sept. 209; ‘Oct. 202; Dee’ 


Aug., 
Aug., 


. Sept., 194; Oct., 
. July, 143; Soy 


CHECKWRITERS & SIGNERS 


Nippo Machine waned Co. 
Todd Co. Div. .. 


198 
, 130 
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CLEANING CLOTHS 
Minnesota Mining & Mfg. Co. 


CLOCKS 


Cincinnati Time Recorder Co. 


Aug., 
Ben Sweetland Systems, Inc, ... 


CLOTHES RACKS 


Bevco-Precision Mfg. Co. . 144; 


July, 


COIN & CURRENCY MACHINES 


Applied Research Corp. 

Intercash Systems Georee Pruemm . 
Johnson Fare Box Co. 

National Rejectors, Inc. . 


Standard Change-Makers, Inc. 


COLLATORS 


Atlantic vse wi Machine Co. 
Didde-Glaser, Inc. 
Fairchild Camera & Instrument Corp. 


COMPUTERS, ELECTRONIC 


Bendix Computer Div. ; 
Burroughs Corp. . .Sept., 
Minneapolis- Honeywell Regulator Co. 


CONTROL BOARDS 


Compton Chart Products 
Management Control Charts Co. 
Pryor Marking Products . 
Rol-a-chart . 


CONVEYORS 
Novak Co. 


COPYHOLDERS 


Cel-U-Dex Corp. . 
Lindication Ltd. 
Protecto Mfg. Co, ... 


COPYING MACHINES 


American Dictating Machine Co. 
Anken Chemical & Film Corp. 
Charles Bruning Co. .. 
Burton Mount Corp. .. 
Copease Corp. 
Copycat Corp. .. 
Copy Research Corp. . 
Cormac Photocopy Corp. . 
Formfoto Mfg, Co. . 
Fotochrome, Inc, .. 
Fotorite, Inc, . we 
Ozalid Div. General Analine 
& Film Corp. ................ Sept, 
interchemical Corp. ................ 
F, G. Ludwig, Inc. 


..July, 146; 


196; 


178; 


164; 


Nov.., 


. Sept., 


Sept., 


..Aug., 


Aug., 
Dec., 
Aug., 
Aug., 
Oct., 
Sept., 
.Oct., 


Oct., 
Sept., 


. duly, 


239 
194 
192 
)44 
128 
122 
132 
134 
198 
198 
184 


183 
242 
134 


199 








Ne. cccewbidemee cha ob Sept., 
Minnesota Mining & Mfg. Co. ..Aug., 176; Sept., 
Phebe, TRE, 5.2.0.5: July, 130; Sept., 200; Nov., 
GEE LOA TED Oct., 
Photostat Corp. ..... Sept., 225; Nov., 204; Dec., 
Rotolite Sales Corp. 

EEE oaks bahaeasanssvs oe Aug., 
Smith-Corona Marchant, Inc, .............. Aug., 
Speed-O-Print Corp. 
Transcopy, Inc, 


DATA PROCESSING, AUTOMATIC 


(Also see Co Electronic, 
Card Equipment 


oe re eee Aug., 
Alden Electronic & Impulse Recording 
RS aa Coa cdcacsccendonvcesed July, 
American Data Machines, Inc. . .Sept., 166; Oct., 
American Facsimile Corp. ................. 
Associated Sales Analysts, Inc. . ee 
Cycle Equipment Co. . .Oct., 
Dashew Business Machines, . duly, 
Datex Corp. . July, 
Dresser Products, July, 116; Oct., 
Eichner Organisation Nov., 
Fairchild Camera & Instrument Corp. ..... July, 
Friden, Inc, } 
General Instrument Corp. 
Invac Corp. 
K-L-A Laboratories, Inc. were ; 
Pee Cee Tape & Labe/ Co. ................ Nov., 
eer eee Oct., 
Re cae . . Pec., 
Strato-Floor, Inc. Dec., 
Systems Sales Co. 
Tally Register Corp. 
Teletype, Corp. 
Whiteford Laboratory 


uters, 


ae 


Siva bakeienaansdeeres Oct., 
. Aug., 
July, 


DESK RACKS & TRAYS 


Associated Plastics ....... 
Charles Bruning Co. 
Delta Distributors 
Sengbusch Self-Closing 
is Re RO Sept., 


. Sept., 


244; Nov. 


DESKS 


Bentson Mfg. Co. ............... 

Central Desk Mfg. Co. .... 

Columbia-Hallowell Div. 

General Fireproofing Co. 

ET ion wind dvwie oSb00sunn sees eee July, 
Ce ee ; 

Imperial Desk Co. 

Scan-Am Co, 

Vista Furniture Co. 

Yawman & Erbe Mfg. Co. 


DICTATING MACHINES 


NR BNE, jen ccsccccccrenesieen Sept., 
i ns caew says sondeeu Sept., 
Dictaphone Corp. vee 
Martel Electronics 
ae Cerne ied o aie4besexesk 5044 Nov., 
North American Philips Co., 

Dictating Equipment Div. ..... Oct., 185; Nov., 
Robins Industries Corp. 


200 


197 
210 
206 
192 
153 


-, 264 
, 189 


130 
168 


., 214 


and Punched 


120 


115 
136 


., 123 


162 
142 


136 
202 
108 


117 
106 


140 
107 
105 


DRAFTING, DRAWING EQUIPMENT 

Alvin & Co. 

W. H. Brad 

Controller 

C-Thru Ruler 

Duchart, Inc. 

Hamilton Mfg. Co. 

Koh-I-Noor, re 

I EE os caahas Sontacaws cor kee Dec., 
Quickdraw Co., Ltd. 

Velvet Touch Corp. _ 

DRONE, Ch pncslennercaaWaddnstabeser ee Nov., 


DUPLICATING EQUIPMENT & SUPPLIES 
(Also see Offset Equipment) 


American Office Equipment Co. .......... Nov., 
Rechware Best Pemes Go. .c.cce csc cisecsces Sept., 
Copy-Rite Duplicator & Supply Co. .......Nov., 
A. B. Dick Co. 7 
Frankel Mfg. 

Old Town orp. 

Perfecopy Co. 

Rose Ribbon & Carbon Mfg. Co. 

Type/rite Corp. 


DUPLICATORS, OFFSET 

A. B. Dick Co. 

Halm Industries Co, ....... 
DUPLICATORS, SPIRIT 

Esco Import & Sales Co. .. 
Standard Duplicating Machines Corp. 


DUPLICATORS, STENCIL 
Gestetner Corp. 


EMBOSSING STAMPS 


Meyer & Wenthe, Inc, ... 


ENVELOPE OPENER 
Addo-x Sales Agency ... 


ENVELOPES 
United States Envelope Co. .. 


ERASERS 


Joseph Dixon Crucible Co. ... 
K&K Sales Co. ve 


FILES 


Acme Visible Records, Inc. 
Automatic Business Products Co. 
Bankers & Merchants, Inc. 
Clarkson Co. 

R. P. Gillotte Co. 

Foto-Field, Inc. 

Pian Hold Corp. 

Remington Rand Div. ... 
Supreme Steel Equipment Corp. - 
Wheeldex & Simple Products, Inc. 


Yawman & Erbe Mfg. Co. .......... were! 159 


FILING SUPPLIES 


Practa Data-Card System 
Charles C. Smith, Inc. ...... 
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FLOOR MAINTENANCE & CLEANING 


Cummins Chemical Co, 
Hild Floor Machine Co. 
SN NS oo vies cc'entos ed eemhee wen Nov., 
1. T. Morris go fe A estate hae T Sept., 


FOLDING MACHINES 


Baumfolder Div. Beli & Howell 
WO oi cis ese daa ceasau ease July, 


FOOD & DRINK DISPENSERS 


General Foods Corp. 

La Crosse Cooler Co. 
Lehigh, Inc. 

Scott Paper Co. . 

Sheldon & Dickson ‘Mfg. Co. 


FORMS 


American Business Systems ...... 
Charles Bruning Co. 

Carbon Business Forms Co. . 
Ca-Re-Bo Co. 

eS 8 eee ott 
Perfelope ME Seta nsasn es 
Recordplate Co. ............. 
Standard Register Co. ... 
Sturgis-Newport Business Forms 


FORMS BURSTERS & DECOLLATORS 


Fabbrica Italiana Macchine Aziendali s.r.J. Dec., 
Tech Panel Co. i As _Aug.. mi 


FORMS SPLICER 


Tedlar Co. .. Aug., 


INCINERATOR 
Majestic Co. 


INTERCOMS & PAGING EQUIPMENT 


Dukane Corp. 

General <5 agamanamaeated 
Perma-Power Co, .......... 
Siegler Corp, 

Suttle Equipment Corp. 
Webster Electric Co. .. 


LABEL MACHINES 


Adhesive Label Corp. of America 

Cheshire, Inc. os Gs, 
Columbia Label Corp. .. eee 
Dymo Industries, Inc. Nov., 
Nashua Cor 
Weber Marki Sept., 


LABELS 

Avery Label Co. 

Labelon Tape Co. 

Market Forge Co. 
Papekote, Inc. - 
Pressure Sensitives, Inc. 


Tue Orrice—December, 1961 


Sept., 202 


LAMINATING MACHINE 


Carr-Best Corp. . 
General Binding Corp. 


LAMPS & LIGHTING 


Interlectric Div. El-Tronics, Inc. 
Harvey Hubbell, Inc. 

Moffatt Products, 

Zack Electronics 


MACHINE STANDS 


Luxco, Inc. .. 
H. A. Steger Co. 
Tiffany Stand Co, ........ 


MACHINE TIMERS 


Automatic Timing & Controls, Inc. 
Electronic Associates, Inc. 
Engler Instrument Co. ... 


MAGAZINE RACK 


Display Rack Div. Mim-E-O 
Stencil Files Co, 


MICR EQUIPMENT & SUPPLIES 


American Bank Note Co. ...... 
Carbon Business Forms Co. ........ 
Photorapid Corp. . ane 

Barry Wright Corp. 


MICROFILM EQUIPMENT 


Andrews Paper & Chemical Co. .......... Oct., 
Federal Mfg. & Engineering Corp. ........ July, 
Documat, Inc. Dec., 
FMA, MB a8 sds Owner te dua bh cee July, 
Minnesota Mining & Mfg. Co. 

Recordak Corp, 

Sperry Rand Corp. 


NAMEPLATES 


Pee Cee Tape & Label Co. . 
Power Dispatchers Equipment ... 


OFFSET EQUIPMENT, SUPPLIES 
(Also see Duplicators, Offset; and Cameras) 


| ESC E ere mE eee rr 
Copycat Corp. ; os ae ges 
A. B. Dick Co. Sis oo» SOS 
Oweer teases Cm. ......0..060.0000... 0 
Direct Masters, Inc, ... + «v0 Ges 
Easy-Flo Spray Co. EiWarins yelcuees dodee 
PI INE 5 pau hese s6ss 0s pnnvcnecietewed Oct. 
Mead Papers, Inc. July, 
NuAre Co, Sept., 232, 260; Oct., 214; Dec., 
Polychrome Corp. _.Aug., 156; ‘Sept., 247; Dec., 
Reeves Bros., Inc. July, 
Townsend Industries, Inc. ................. Sept., 
Van Son Holland Ink Corp. of 

New England 

Vero-Dot> Film Corp. 

PE IND Ap en enh aon ccaive Sept., 274; Oct 


193 


173 
, 136 
182 


201 








PAPER CUTTER 
Michael Lith Sales Corp. 


PAPER DRILLS 


Acco Products 
Challenge Machinery Co. 
Lassco Products, Inc. 
Ottawa Mfg. Co. 


PAPER HANDLING COMPOUND 


Milne Mfg. Co.’ 
Perfecopy Co. 
Rite-Line Corp. 


PAPER JOGGER 
Ep Pe eee 


PAPER SHREDDERS 


Industrial Shredder & Cutter Co. Oct., 
Michael Lith Sales Corp. es 
Shredmaster Corp. 


PAPERS, COPYING 

Haloid Photo Div. Xerox Corp. 
Labelon Tape Co. 
Perry-Sherwood Corp. 
Photek, Inc. 


PAPERS, LETTERHEAD 
Byron Weston Co. 


PAPERS, LOOSE LEAF 


Northwest Paper Co. ........ 
Kimberly-Clark Corp. ......... 


PARTITIONS 

Kalwall Corp. ... 

Rotuba Extruders, Inc, 
Simpson Timber Co. 
Westinghouse Electric Corp. 


PAYROLL TAX TABLES 


Colonial Pay Systems 
Graphic Caiculator Co. . 


PENCIL SHARPENERS 
Matsushita Electric Coe. 
Swingline, Inc, ...... 

PENCILS 

All-Rite Pen, Inc. 

A. T. Cross Co 

Eberhard Faber Pen & Pencil Co. 
Gardner Stamp Co. ae 
Parker Pen Co. 

PENS, BALLPOINT 

All-Rite Pen, Inc. 

Eberhard Faber Pen & Pencil Co. 
Gardner Stamp Co. ; ‘ 
Parker Pen Co. 

Venus Pen & Pencil Corp. 
PHOTOCOPIERS 

(See Copying Machines) 
POSTING EQUIPMENT 
Automatic Business Products Co. . 
National Cash Register Co. 
Wilson Jones Co. 
PROJECTORS & VIEWERS 
Buhl Optical Co. 

Da-Lite Screen Co. 

H. E. Geist Co. .. 


202; Dec., 
A 
..Nov., 


EK “Oct. 
jigee Oct., 
‘aan Sept.. 


156 
134 
205 


186 
238 
239 
193 


-, 204 


, 125 
, 162 


., 203 
., 217 
., 247 


' 170 


, 158 


- 219 


190 


214 


. 271 


190 


"202 
" 236 
" 230 


-, 249 
ov., 220 
., 218 


, 2% 
158 


+ 212 


134 
153 


-, 272 


Dec. 


197 
128 


PUNCHED CARD EQUIPMENT, SUPPLIES 


a ie eae Sept., 166 
139 
162 
168 
169 
185 


American Data Machines, Inc. 
Se a a ee eee eds 140; Oct., 
Glue-Fast Equipment Co. ‘2 .. Aug,., 
PWI Co. — 
Tech Panel Co. Sept., 
Vue-Fax System Controls Corp. . .Oct., 
REFRIGERATORS 


Instamatic Corp. .. 
Morphy-Richards, 

Norcold, Inc. 
Springer-Penguin, 

RIBBON FABRIC 

Standard Products Corp. ... 
RIBBON RE-INKING SERVICE 
H. 'M. Storms Co. ......... 
RIBBONS, INKED 


American Stencil Mfg. Co. . Au 158 
Carter's Ink Co. ..... ‘ Aug., 184; Sept., 2 7. 236 
Frankel Mfg. Co. . Oct:, 190; Dec., 
Old Town Corp. . ; Dec., 
Sperco Products, Inc 
F. S. Webster Co. 


RUBBER BANDS 
Alliance Rubber Co. 
RUBBER STAMPS 
Gardner Stamp Co, .. 


SAFES 


Meilink Steel Safe Co. . 
A. M,. Kuechmann, Inc. . 
Schwab Safe Co. .. 


SHELVING 

Metropolitan Wire Goods Corp. . 
SHORTHAND TRAINING RECORDS 
Sound Education Co. 

SIGN-MAKER 

American Tiflex Co, 

SOAP DISPENSER 

Franklin Soap Dispenser Corp. 
SORTERS 


Associated Industrial Designers 
Evans Specialty Co. . 


SOUND CONTROL 
Gates Acoustinet, 
STAIRWAY, MOVING 
Austostair 
STAPLERS 


Goodman & Vandervieren Ltd. 
Markwell Mfg. Co. . 


STAPLERS, ELECTRIC 
Staplex Co. .. ; . ......Nov 


Sept., 249 
..July, 134 


July, 170 


Dec., 148 


-Nov., 225 
..Nov., 243 
164; Sept., 247 


‘ 


Aug., 
Oct., 197 
July, 176 
.Oct., 232 
256 


Sept., 


144 
144 


Dec., 
July, 


Inc. . July, 141; Nov., 199 


Sales Oct., 184 


Nov., 
July, 


254 
135 


-, 210 


Tue Orrice—December, 1961 





STATIONERY ITEMS 


Acme Shear Co. . a 
Active Mailing Machine Co. 
American Tag Co, 

Autopoint Co. 

Clipit 

Dennison Mfg. Co. 
Esterbrook Pen Co. .. 
Executive Desk Diary Ltd. 
Franklin Magnifier Co. 
In'stant Spel'ler Co. 

Labelon Tape Co. 

Leafsaver Co. 

Noel Mfg. Co. ... 

Old Town Corp. .... 
Replogle Globes, Inc. 
Ullman Devices Corp. 


STEEL CANOPIES 


Armco Drainage & Metal Products, Inc. ... 


STEEL SHELVING 

Aurora Steel Products Co. ... 
TABLES 

All-Steel Equipment, Inc. . 


TELEPHONE AMPLIFIERS 


Automatic Electric Co. 
Handi-Fone, Inc, .. 


TELEPHONE HOLDERS 
H. H. Renneker Co. . 


TICKET IMPRINTER 
A, Kimball Co. 


wos See a a Oct., 


186 


TIME RECORDER 


Cincinnati Time Recorder Co. ............Sept., 


TYPE COMPOSING MACHINES 


Protype Graphics Div. Electrographic Corp. Oct., 
Filmotype Corp. .... Aug., 
Specialties, Inc. aoe st we 6 SOE 
Visual Graphics Corp. .......... .. Sept., 


TYPEWRITER PARTS & TOOLS 


Wilhelm Dreusicke & Co. July, 
Federal Mining & ow PE ... July, 
Tyland Co, ..... ; ; Sept., 


TYPEWRITERS, ELECTRIC 


International Business Machines Corp. Sept., 


TYPEWRITERS, PORTABLE 
Admiral Typewriter Corp. ...... Aug., 


Dec., 
139; Oct., 


Royal McBee Corp. 
Standard Voss Corp. er. 


TYPEWRITERS, STANDARD 


Torpedo Buromaschinen Werke AG .......Aug., 
Standard Voss Corp. . Dec., 


VISUAL AIDS 
Gestetner Corp. . 


WASTEBASKETS 


Rubbermaid, Inc. .. P »s- SOR, 260: Och, 


162 
136 
192 


241 


BOIS IIIS III II TIO SI II II SOI SIS ISIS SIS ISIS SSIS IS 


Please send me, postpaid, 


FE KKK KKK KKIK 
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FILE YOUR COPIES OF The Office 


This durable and attractive file 
in rich maroon and gray with 16-carat 
gold lettering, looks and feels like 
leather and is washable. No irritating 
wires to handle. Any copy may be 
removed. Each file holds one volume 
(six months) of THE OFFICE with 
the volume index in the last copy 
(June and December); two files hold 
an entire year’s issues. Files are re- 
usable. Unconditionally guaranteed. 
Postpaid in U.S. 


| File (for six months’ Issues) $2.50; 2 Files (for a 
year's Issues) $5.00; * ines for $7.00; 6 Files for 


Jesse Jones Box Corporation, P. O. Box 5120, Philadelphia 41, Penna. 


files. | enclose 


arses sets stot esse eeeeSSSSS S| 


LASS ASA SSSR Seseeeeeeeeeseeeeeesnasen! 


203 





Acco Products 

Acme Visible Records, Inc. 

Addo-x Sales Agency . aie eine 
Addressing Machine Co. of California ........ 
Addressograph-Multigraph Corp. 

Aigner Co., J. 

Alliance Rubber Co. 

American Data Machines, Inc. 

American Dictating Machine Co. .. 
American Kleer-Vu Plastics, Inc, ... 

American Stencil Mfg. Co. 

American Type Founders Co. 

Ames Supply ae 

Ampto 

Atlas 

Autocall Co. 

Avery Label Co. 


Bankers Box Co. 

Barkley & Co., C. L. 

Bell & Howell Co. 

Bohn Duplicator Co, ......... 
Bunshodo Co., Ltd. 

Burton Mount Corp. 
Business Electronics, Inc. ....... 


Can-Pro Corp. 

Carbon pee = Forms Co. 
Cashere Corp 

Cincinnati + Recorder Co. 
Clarin Mfg. 
Clarkson Rigs ee ; 
Cole Steel Equipment Corp. : 
Columbia Ribbon & Carbon Mig. Co. 
Colwell Litho Products, Inc. 
Comptometer Corp. 

Copycat Corp. 

Carme-reene Germ. ............... 


ress inc. 


Dictaphone Corp. 
Ditto, Inc. 

Documat, ge ee eee a 
Dolin Metal Products, ‘Inc. ... 110 


..Inner Back Cover 


Eastman Kodak Co, (Ektalith) ....... 37 
Eastman Kodak Co, (Recordak) . 87 
Eastman Kodak Co. (Verifax) .. 16! 
Eichner Organisation 39 
Engier Instrument Co. 191 
English Numbering Machines Ltd. 192 
Eversafe Co. 178 


Faber, jet Eberhard 

Facit, Inc. 

Fairchild Business Machines Div. 
Fletcher Paper Co 

Frankel Mfg. Co. 

Friden, Inc. .......-.----- 


Gardner Stamp Co. 
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Gates Acoustinet, Inc. 

Gavrin Business Forms Co. 
SNE NEED, cece cccecenses's 
Globe-Wernicke Co. 

Graphic Systems 

Groveton Papers Co. 

Gruber Products Co. . 


Hamilton Autographic oeemnale Co. 
Hammermill Paper Co. ... 
Harding Co., Milo 

Harris-Seyboid Co. 

Heller Roberts Mfg. Corp. 

Heyer, Inc. 

Howard Paper Mills, Inc. .... 
Hunt Pen Co., C. Howard .. 
Hush-A-Phone Corp. 


Illinois Bronze Powder Co. 

Industrial Shredder & Cutter Co. 
Inter-Continental Trading Corp. (Olympia) 93 
Inter-Continental Trading Corp. ienaaneas 
International Business Forms, Inc. . i 
Interstate Metal Products Co. 

Interstate Rubber Products Corp. . 


Jardin Associates, Inc. ..... 
Jones Box Co., Jesse 


Lagomarsino-FAl 
Lassco Products, Inc. 
Lee Products Co. 


Magnetic Aids, 
Manpower, Inc, 
Metalcraft, Inc. me 
Metal Products Engineering, Inc. 
Methods Research Corp. Pr 
Michael Lith Sales Corp. (Destroyit) Mi eee oe 
Michael Lith Sales oP. setae cy ee 
Micropoint, Inc, ........... 
Millers Falls Paper Co. Bee Bee EN wk 
Mim-E-O-Stencil Fiies Co. 
Minnesota Mining & Mfg. Co. (Dusting Fabric) 
Minnesota Mining & Mfg. Co. 
(Microfilm Products) 
Minnesota Mining & Mfg. Co. 
(Printing Products 
Monroe Calculating Machine Co. 
(Accounting Machine) . 
Monroe Calculating Machine Co. 
(Calculating — 
Moore Business Forms 
Morphy-Richards, Inc. 


National Cash Register Co. .. 
Nekoosa-Edwards Paper Co. ................... 
New Era Ribbon & Carbon Co. .. 

Nippo Machine Industry Co., 

NuArc Co, (Arc Lamp) 

NuArc Co, (Flip-Top Platemaker) 

NuArc Co, (Jet Line) 
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Office Publications, Inc. 
Old Town Corp. 
Olympia Typewriters 


Oxford Filing Supply Co. ........... 


Paige Co 

Palson Mfg. Co. 

Paper Manufacturers Co, ..... 
Parsons Paper Div. 


Paterson Parchment Paper Co, ....... 


Photorapid Corp. 
Pitney-Bowes, pconOpener) ; 
Pitney-Bowes, Inc, (Scale) .... 


Pitney-Bowes, Inc. (Tickometer) | eer 


Print-O-Matic Co. 
Pronto File Corp. 
_ Pryor Marking Products 


Nh kid naa dnsins cena dnncs 


Record Files, Inc. ; 
Regna Cash ‘Registers, . ae 
Rite-Line Corp. (Copyholder) ; 
Rite-Line Corp. (Sure Touch) . 


Roberts Rubber Co., Weldon . 


Ross-Martin Co. 
Rovico, Inc. 


Royal McBee Corp, (Binders) peti goer ba ke 


Royal McBee Corp. erent 
Royal McBee Corp, (Roytype) . 
Royal McBee Corp. (Systems) 


SADA S.p.A. Duplicatori ed Affini 
Saunders Mfg. Co. 
Scott-Rice Co. 


Sooty Engineering Co. 

Sengbusch Self-Closing Inkstand Co. 
Shaw-Walker Co 

Shredmaster Corp. 

Smead Mfg. eee A rs: 
Smith-Corona Marchant, Inc, 
Speed-O-Print Corp. 

Standard Voss Corp. 

Statikil, Inc. 

Stevenson & Smith, Inc. ...... 
MOUND Mc: Fle Bo isco ecccives 
er Aner 


Tab Products Co. 

Teletype Corp. 

Thomas Collators, Inc. 

Torpedo Buromaschinen Werke A.G. 
Townsend Industries, Inc. 

Trico Service Co, 

Typewriter Sundries Co. 


Underwood Corp. 


Van Son Holland Ink Corp. .. 
Victor Adding Machine Co. ........ 
Virco Mfg. Corp. ; 

Virginia Banel Corp. 

Visi-Shelf File, Inc, 


Wassell Organization, Inc. ................... 
ee ne. ee ere 


Xerox Corp. 


Key to Bj better company communications 


Cor 
; 


= 











An Autocall Coded Paging System locates key 
people in a hurry... puts them in quick contact 
with your operator, with you, with customers call- 
ing in. It saves everyone’s time, does its job 
without distraction . . . and all communications 
are confidential. 

Original cost is only a fraction of other type 
systems ... maintenance costs are negligible. . 
and the new 800-Series Autocall centrals offer 
many money-saving uses and benefits beyond 
their communication function 


New illustrated paging bro- 
chure points out all your 
advantages in a clear, easy-to- 
understand manner. Write for 
your free copy now: The Auto- 
call Company, Shelby 3, Ohio 


c eS — 
there is only one futocall 


PAGING SYSTEM 


For More Information Circle No. 298 
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A trend over the past 15 years has begun to crys- 
tallize today, due to the rising cost of data processing 
and other operating expenses. More and more organiza- 
tions are turning to their accountants as management 
consultants. THE OFFICE has long been aware of this 
trend for it numbers a thousand accounting firms among 
its readers, who constantly submit questions on busi- 
ness systems, machines and equipment. 


Prime target of the accountant—consultant is the 
white-collar office worker. Some accounting firms claim 
to have found office forces working at only 60% effi- 
ciency and less, often because of poor loading assign- 
ments by supervisors. Not a few department heads, 
however, feel that auditors know much more about per- 
centages than they do people. 


Professional consultants gnash their teeth and 


State accountants are beyond their province when they 
get away from financial facts and figures. However, the 
large accounting firms believe that they can do a better 
management consulting job because they know as much 
about a company as any of its top executives; otherwise 
they would not verify the financial reports. 


The accounting firms are not very worried about 
the attack from management consultants. They have been 
carrying on the same running battle with lavyers for 
years over the giving of tax advice. And the loot is 
lucrative; a firm that pays $10,000 to have its books 
audited might also pay $100,000 to have a department 
reorganized more efficiently. 


There does seem to be a question of ethics in- 
volved, however. Should an accounting firm, which au- 
dits a company's books as an independent outsider, be- 
come identified with that same company management by 
advising it how to run its business? 
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JUST 1/2¢ EACH 


with a 


DITTO’ DUPLICATOR 


FREE 
BOOK 


tells you how! 
101 WAYS 


DITTO OIMRECT PROCESS 
DUPLICATORS 


For More Information 
Circle No. 220 


Make up to 120 copies a minute of anything you can type, 
write, or draw—do it with a DITTO Brand Direct Process 
Duplicator for as little as %2-cent per copy! Duplicate up 
to five colors at a time on paper 3 x 5 inches to9 x 14 
inches, 16-pound to card stock; up to 300 clear copies 
from each master. 
New “No Pour” Fluid System on DITTO Brand Duplica- 
tors feeds fluid to the machine directly from the original 
gallon container. No splashing, no spilling, no clean-up, 
no waste! A signal tells you when to change containers. 
For full information on DITTO Brand Duplicators, mail 
coupon for FREE BOOK! 


*For paper and supplies bought in normal quantities. 
DITTO and (@@ are registered trade marks (U.S. and foreign) of Ditto, Incorporated. 


" 





more strength—more length 


ROYAL 


For More Information Circle No. 221 
































